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24 VAC 35- 21- 10,  Def i ni t i ons.  
 
 
24 VAC 35- 21- 10 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 
24 VAC 35- 21- 10.  Def i ni t i ons.  
 
The t er ms used i n t hi s document  shal l  have t he f ol l owi ng 
meani ngs unl ess t he cont ext  i ndi cat es ot her wi se.  
 
 “ Accr edi t i ng”  means t he pr ocess t hr ough whi ch VASAP st af f  ar e 
accr edi t ed f or  t hei r  knowl edge of  subst ance abuse,  t he cr i mi nal  
j ust i ce syst em,  and t he VASAP syst em,  as set  out  i n t he 
Commi ssi on on VASAP Tr ai ni ng and Accr edi t i ng Manual .  
 
 “ Admi ni st r at i ve Agent ”  means t hat  ent i t y t hat  ser ves t he 
l ocal  ASAP i n t he capaci t y of  f i scal  agent  and/ or  t hat  ent i t y 
under  whi ch t he l ocal  pr ogr am oper at es.   
 
 “ Anci l l ar y Pr ogr ams”  means t hose pr ogr ams oper at ed by a l ocal  
ASAP,  and appr oved by t he ASAP Pol i cy Boar d and Commi ssi on t hat  
ar e i n addi t i on t o t he pr obat i on,  eval uat i on,  educat i on and 
r ef er r al  f unct i ons mandat ed by t he Code of  Vi r gi ni a.  
  
 " ASAP"  means Al cohol  Saf et y Act i on Pr ogr am f or med by pol i t i cal  
subdi v i s i ons or  by t he Commi ssi on as a cr i mi nal  j ust i ce pr ogr am 
t hat  uses communi t y and st at e ser vi ces t o addr ess t he pr obl em of  
dr i v i ng under  t he i nf l uence of  al cohol  and ot her  dr ugs,  and 
pr ovi des ot her  cour t  ser vi ce pr ogr ams or  ot her  pr ogr ams f or  t he 
communi t y.  ASAPs r ecei ve r ef er r al s f r om l ocal  cour t s ,  t he 
Commi ssi on,  and ot her  agenci es.  ASAPs del i ver  i nt er vent i on 
ser vi ces wi t hi n l ocal l y- admi ni st er ed pr ogr ams t o speci f i c  
j ur i sdi ct i ons wi t hi n t he Commonweal t h of  Vi r gi ni a.   
 
 " ASAP component s"  means t he separ at i on of  act i ons i nt o 
speci f i cal l y def i ned ar eas whi ch t he VASAP syst em uses t o of f set  
and det er  Dr i v i ng Under  t he I nf l uence ( DUI ) ,  subst ance abuse,  
and t r af f i c  saf et y v i ol at i ons.  They compr i se a syst emi c appr oach 
t o educat e t he gener al  publ i c,  r educe t he i nci dence of  i mpai r ed 
dr i v i ng and t o pr event  dr unk dr i v i ng.  Ther e ar e f i ve speci f i c  
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component s def i ned and ut i l i zed by t he VASAP syst em.  
 
 " ASAP Regi onal  Counci l "  means one of  t he t hr ee geogr aphi cal  
ar eas of  t he Commonweal t h of  Vi r gi ni a i n whi ch t he ASAPs have 
been or gani zed ( Col oni al ,  Bl ue Ri dge,  and Bat t l ef i el d ASAP 
Counci l s) .  
 
 " BAC"  means bl ood al cohol  concent r at i on,  whi ch i s det er mi ned 
by l aw- enf or cement  or  ot her  l i censed per sonnel  i n accor dance 
wi t h pr ocedur es est abl i shed i n § 18. 2- 268.  
 
 " Budget "  means a wr i t t en f i nanci al  pl an f or  expendi t ur es of  a 
pr ogr am or  account i ng ent i t y f or  a gi ven per i od.  
 
 “ Case Manager ”  means t hat  empl oyee accr edi t ed by t he 
Commi ssi on and swor n by t he Cour t  t o pr ovi de VASAP I nt er vent i on 
Ser vi ces t o of f ender s.  
 
 “ Case Management ”  means t he pr ocess used by appr opr i at e l ocal  
pr ogr am st af f  t o assur e of f ender  compl i ance wi t h cour t  or der s 
and Commi ssi on on VASAP pol i c i es and pr ocedur es.   
 
 “ Case Revi ew”  means t hat  super vi s i on conduct ed af t er  
i nt er vent i on i s compl et ed and pr i or  t o t he c l ose of  super vi s i on.  
 
 “ Casel oad”  means t he number  of  cases assi gned at  any one t i me 
t o a speci f i c  Case Manager  f or  t he pur pose of  ensur i ng 
compl i ance.  
 
 “ CCRE”  means Cent r al  Cr i mi nal  Recor ds Exchange.  
 
 " Cer t i f i cat i on"  means t he pr ocess wher eby t he Commi ssi on 
eval uat es an ASAP f or  i t s or gani zat i on,  management ,  f i scal  
st andi ng,  and over al l  oper at i on.  The Commi ssi on shal l  est abl i sh 
and cer t i f y ASAPs and r equi r e t hem t o be oper at ed i n accor dance 
wi t h Commi ssi on st andar ds §18. 2- 271. 2 of  t he Code of  Vi r gi ni a.   
 
 “ Cer t i f i cat i on Revi ew Team”  means t he t eam appoi nt ed by t he 
Commi ssi on t o eval uat e l ocal  ASAPs,  ensur i ng t hei r  adher ence t o 
al l  st andar ds set  out  i n t he Commi ssi on Cer t i f i cat i on 
Requi r ement s Manual ,  24 VAC 35- 41- 10 et  seq.  
 
 " Cl assi f i cat i on"  means a pr ocess i nvol v i ng t he assessment  of  
an of f ender ' s i nvol vement  wi t h al cohol  or  ot her  dr ugs whi ch 
r esul t s i n r ef er r al  t o an appr opr i at e i nt er vent i on ser vi ce 
( educat i on or  t r eat ment ) .  
 “ Commi ssi on”  means t he st at e agency est abl i shed as t he 
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Commi ssi on on t he Vi r gi ni a Al cohol  Saf et y Act i on Pr ogr am.   
Member shi p of  t he Commi ssi on shal l  be as pr ovi ded i n 18. 2- 271. 1.  
 
 “ Communi t y Suppor t  Gr oup”  means t hat  suppor t  gr oup appr oved 
by t he l ocal  ASAP.   Such gr oups ar e f r ee t o t he of f ender ,  and 
may be S. M. A. R. T,  Al cohol i cs Anonymous,  Nar cot i cs Anonymous,  
et c.  
 
 “ Condi t i ons of  Pr obat i on”  means t hose condi t i ons i mposed by 
t he cour t  f or  any of f ender  r ef er r ed t o a l ocal  ASAP f or  
super vi s i on.    
 
 “ Conf i dent i al i t y”  means t he r ul es under  whi ch al l  l ocal  ASAPs 
oper at e r egar di ng di scl osur e of  of f ender  i nf or mat i on and whi ch 
ar e speci f i ed i n t he Code of  Feder al  Regul at i ons as wel l  as t he 
Cr i mi nal  Just i ce Conf i dent i al i t y  Gui del i nes f ound i n t he Code of  
t he Commonweal t h of  Vi r gi ni a r egar di ng di scl osur e of  of f ender  
i nf or mat i on.  
  
 " Def i c i t "  means an excess of  expendi t ur es over  r evenue.   The 
ASAP,  i n or der  t o conduct  i t s pr ogr am,  expect s t o or  pr oj ect s 
t hat  i t  wi l l  expend mor e f unds t han i t  wi l l  r ecei ve f r om 
of f ender s or  ot her  sour ces i n a f i scal  year .   
 
 " Di r ect or  of  ASAP"  means t he per son who i s i n char ge of  and 
account abl e f or  t he oper at i on of  an ASAP.  The ASAP Di r ect or  
r epor t s t o t he ASAP Pol i cy Boar d.  
 
 “ Dr i ver  I mpr ovement  Pr ogr am”  means dr i ver  awar eness t r ai ni ng 
t hat  pr ovi des i nf or mat i on on def ensi ve dr i v i ng and acci dent  
pr event i on.    
 
 " DMV"  means t he Commonweal t h of  Vi r gi ni a Depar t ment  of  Mot or  
Vehi c l es.  
 
 “ Dr ug and Al cohol  Scr een”  means t hat  scr een admi ni st er ed by 
t he l ocal  ASAPs t o det ect  t he use of  al cohol  or  ot her  dr ugs.    
 
 " DUI "  means oper at i ng or  dr i v i ng a mot or  vehi c l e or  boat  
under  t he i nf l uence of  al cohol  or  dr ugs ( §§ 18. 2- 266,  29. 1- 738 
and 46. 2- 341. 24 of  t he Code of  Vi r gi ni a. )  
 
 " Educat i on"  means al l  Commi ssi on- appr oved cur r i cul a pr ovi ded 
t o of f ender s .    
 
 “ Enr ol l ment ”  means t hat  t he of f ender  has t o r epor t  t o t he 
ASAP,  obt ai n an i nt ake appoi nt ment ,  make ar r angement s t o pay t he 
ASAP f ee,  and si gn an agr eement  t o par t i c i pat e.   
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 “ Execut i ve Fi nance Commi t t ee”  i s t he Commi t t ee appoi nt ed by 
t he VASAP Commi ssi on and aut hor i zed t o r evi ew l ocal  pr ogr am 
oper at i ons,  budget s and gr ant  pr oposal s,  and make 
r ecommendat i ons t o t he VASAP Commi ssi on.   The Commi t t ee i s 
compr i sed of  t he Execut i ve Di r ect or ,  t wo Commi ssi on member s,  and 
such ot her  per sons as t he Commi ssi on desi gnat es.  
 
 " Execut i ve Di r ect or "  means t he Execut i ve Di r ect or  of  t he 
Commi ssi on.  Thi s per son i s appoi nt ed by t he Commi ssi on and 
admi ni st er s VASAP under  §§ 18. 2- 271. 1 and 18. 2- 271. 2 of  t he Code 
of  Vi r gi ni a as wel l  as ot her  Commi ssi on- appr oved pr ogr ams.  
 
 “ Faci l i t at or ”  means an ASAP empl oyees who i nst r uct s any ASAP 
cur r i cul um.  
 
 “ Fi scal  Agent ”  means t he ent i t y whi ch possesses t he l egal  
aut hor i t y t o r ecei ve f unds and t o make f i nanci al  t r ansact i ons 
f or  t he ASAP.  
 
 “ I gni t i on I nt er l ock”  means a devi ce t hat  connect s a mot or  
vehi c l e’ s i gni t i on syst em t o an anal yzer  t hat  measur es a 
dr i ver ’ s bl ood al cohol  cont ent  and pr event s t he mot or  vehi c l e’ s 
i gni t i on f r om st ar t i ng i f  t he dr i ver ’ s bl ood al cohol  cont ent  
exceeds . 020%.  
 
 “ I nf or mat i on Syst em”  means an aut omat ed i nf or mat i on syst em,  
whi ch may i ncl ude a comput er  net wor k whi ch pr ovi des of f ender  
pr of i l es t o t he ASAPs and i nf or mat i on t o t he VASAP of f i ce.  
 
 “ I nt ake”  means t he pr ocess,  i ndi v i dual l y or  i n gr oup,  wher ei n 
t he Case Manager  obt ai ns obj ect i ve and subj ect i ve i nf or mat i on 
f r om t he of f ender  f or  use i n t he c l assi f i cat i on pr ocess.      
 
 " I nt er vent i on ser vi ces"  means t hose ser vi ces pr ovi ded by t he 
ASAP t o an of f ender  i n addi t i on t o st andar d pr obat i on ser vi ce.   
 
 " Joi nt  exer ci se of  power s"  means t he pr ocess by whi ch ASAPs 
can be or gani zed as pr ovi ded i n §§ 15. 2- 1300 of  t he Code of  
Vi r gi ni a.  
 
  “ Mont hl y Fi nanci al  Repor t ”  means t he r epor t  t hat  i s  
submi t t ed t o t he Commi ssi on t hr ough t he Execut i ve Di r ect or  by 
each l ocal  pr ogr am on a mont hl y basi s,  and whi ch cont ai ns at  a 
mi ni mum al l  ASAP f unds,  i ncl udi ng car r y- over  or  r eser ve f unds,  
as wel l  as mont hl y expendi t ur es and r evenues.  
 
“ Par t i c i pat i on Agr eement ”  means t he agr eement  s i gned by each 
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ASAP par t i c i pant  t hat  set s mi ni mum r equi r ement s f or  successf ul  
compl et i on of  t he ASAP pr ogr am.  
 
 “ Per sonal  I nt er vi ew”  means a one- on- one,  f ace- t o- f ace,  
i nt er vi ew wi t h appr opr i at e case management  st af f  f or  t he pur pose 
of  assessment  and cl assi f i cat i on.  
 
 " Pol i cy Boar d"  means a gr oup,  est abl i shed by t he j oi nt  
exer ci se of  power  wi t h l ocal  j ur i sdi ct i ons,  t hat  cont r ol s and 
gi ves di r ect i on t o t he ASAP' s act i v i t i es and pr ovi des i nput  of  
r egar di ng l ocal  needs.  Thi s Boar d shal l  be est abl i shed i n 
accor dance wi t h §§ 18. 2- 271. 1 and 18. 2- 271. 2 of  t he Code of  
Vi r gi ni a by t he Commi ssi on.  
 
 “ Pr obat i on Ser v i ces”  means t hose ser vi ces pr ovi ded by ASAP 
st af f  i ncl udi ng moni t or i ng of f ender s t o ensur e t he successf ul  
compl et i on of  t he ASAP pr ogr am and adher ence t o al l  l ocal  and 
St at e st at ut es.   
  
 “ Pr obat i on Super vi s i on”  – see “ Pr obat i on Ser vi ces” .  
 
 " Recor ds Management  Pl an"  means pr ocedur es f or  st or i ng,  
saf eguar di ng and r et ai ni ng document s i n compl i ance wi t h 
pr ocedur es est abl i shed by t he Li br ar y of  Vi r gi ni a and t he 
Commi ssi on on VASAP.  
 
 “ Regi onal  Gr ant s”  means t hose f unds al l ot t ed t o an ASAP 
r egi on af t er  submi ssi on of  an appl i cat i on and appr oval  by t he 
Execut i ve Di r ect or ,  t he Execut i ve Fi nance Commi t t ee,  or  t he 
Commi ssi on,  as appr opr i at e.   Regi onal  gr ant  f unds,  i f  avai l abl e,  
ar e al l ocat ed by t he Commi ssi on on VASAP.  
 
 “ Reci di v i st ”  means a per son who successf ul l y compl et es ASAP 
and i s subsequent l y convi ct ed of  an al cohol / dr ug- r el at ed dr i v i ng 
of f ense wi t hi n a t hr ee- year  per i od.  
 
 " Regul ar  Boar d meet i ng"  means t hose meet i ngs of  t he Pol i cy 
Boar d whi ch ar e hel d quar t er l y.  These meet i ngs shal l  be open t o 
t he publ i c.  
 
 “ Ser vi ce Agr eement ”  means t hat  agr eement  bet ween t he ASAP and 
a ser vi ce pr ovi der  t hat  speci f i es t he r epor t i ng r equi r ement s of  
each,  and out l i nes t he ser vi ces t o be gi ven t o of f ender s who ar e 
r ef er r ed by t he ASAP t o t he ser vi ce pr ovi der .   
 
 “ Ser vi ce Pr ovi der ”  means t hat  i ndi v i dual  or  agency whi ch 
meet s VASAP st andar ds and pr ovi des subst ance abuse t r eat ment  or  
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ot her  ser vi ces t o VASAP par t i c i pant s.   
 
 “ St af f  Tr ai ni ng”  means r equi r ed t r ai ni ng appr oved and or  
pr ovi ded by t he l ocal  ASAP,  t he ASAP counci l s or  t he Commi ssi on.  
 
 “ St at e Shar e”  i s t he por t i on of  r evenue desi gnat ed by t he 
Code of  Vi r gi ni a and t he Commi ssi on,  pai d t o t he Commi ssi on by 
t he ASAP.  
 
 “ Successf ul  Compl et i on”  means t he compl et i on of  al l  pr ogr am 
r equi r ement s and payment  of  al l  Commi ssi on- appr oved f ees.  
 
 “ Suppor t  St af f ”  means admi ni st r at i ve st af f  t o i ncl ude of f i ce 
manager s,  admi ni st r at i ve assi st ant s,  r ecept i oni st s,  secr et ar i es,  
f i l e c l er ks,  j udi c i al  l i ai sons,  and case management  posi t i ons 
such as assi st ant  Case Manager ,  Case Manager  Techni c i an and Case 
Manager  Cour t  Li ai son.  
 
 " Tr eat ment "  means i nt er vent i on ser vi ces pr ovi ded t o of f ender s 
subsequent  t o a r ecommendat i on f or  r ef er r al  by an ASAP t o a 
cer t i f i ed agent  or  l i censed t r eat ment  pr ogr am.  
 
 " VASAP"  means t he Vi r gi ni a Al cohol  Saf et y Act i on Pr ogr am and 
consi st s of  t he Commi ssi on on VASAP,  t he Advi sor y Boar d t o t he 
Commi ssi on on VASAP,  t he Commi ssi on’ s st at e of f i ce,  l ocal  ASAP 
Pol i cy Boar ds and l ocal  Al cohol  Saf et y Act i on Pr ogr ams 
est abl i shed i n §§ 18. 2- 271. 1 and 18. 2- 271. 2 of  t he Code of  
Vi r gi ni a.  
 
 " VASAPDA"  means t he Vi r gi ni a Al cohol  Saf et y Act i on Pr ogr am 
Di r ect or s '  Associ at i on,  and i s  composed of  t he Vi r gi ni a ASAP 
Di r ect or s.   
  
“ VASAP Advi sor y Boar d”  means t hat  Boar d appoi nt ed by t he 
Commi ssi on t o make r ecommendat i ons t o t he Commi ssi on r egar di ng 
i t s dut i es and admi ni st r at i ve f unct i ons as per  §§18. 2- 271. 2. D.  
 
 “ Wai ver ”  means t hat  exempt i on gr ant ed a l ocal  ASAP by t he 
Commi ssi on or  i t s desi gnee f r om compl i ance wi t h a speci f i c  
pol i cy/ pr ocedur e as set  out  i n t he Pol i cy/ Pr ocedur e Manual .  
  

 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
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NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  

 
 

REFERENCES 
 
CROSS REFERENCES 
 
Ref er r al  cont act ,  24 VAC 35- 31- 50.  
 
Pr escr i bed met hodol ogy,  24 VAC 35- 41- 30.  
 
ASAP pol i c i es,  24 VAC 35- 41- 40.  
 
Pol i c i es and pr ocedur es t o avoi d conf l i c t s of  i nt er est ,  24 VAC 
35- 41- 40.  
 
Pol i c i es and pr ocedur es as t o case management ,  24 VAC 35- 41- 40.  
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24 VAC 35- 21- 20,  Vi r gi ni a Al cohol  Saf et y Act i on Pr ogr am Syst em.  
 
 
24 VAC 35- 21- 20 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 
24 VAC 35- 21- 20.  The pur pose of  t he Vi r gi ni a Al cohol  Saf et y 
Act i on Pr ogr am Syst em.  
 
 VASAP i s a cr i mi nal  j ust i ce syst em t hat  uses communi t y and 
st at e ser vi ces t o r educe t he pr obl em of  dr i v i ng under  t he 
i nf l uence of  al cohol  or  ot her  dr ugs and pr ovi des ot her  pr ogr ams 
f or  t he cour t  and t he communi t y.  Ser vi ces may consi st  of  
pr obat i on super vi s i on,  al cohol  and ot her  dr ug educat i on,  dr i ver  
awar eness t r ai ni ng,  and r ef er r al  t o t r eat ment .  Each ASAP shal l  
have a wr i t t en st at ement  of  pur pose whi ch r ef l ect s t he st at ement  
of  pur pose her ei n.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 30,  Pur pose of  manual .  
 
 
24 VAC 35- 21- 30 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 
24 VAC 35- 21- 30.  Pur pose of  manual .  
 
 Thi s manual ,  pr omul gat ed under  t he aut hor i t y of  §§ 18. 2- 271. 1 
and 18. 2- 271. 2 of  t he Code of  Vi r gi ni a,  est abl i shes,  r ecor ds,  
mai nt ai ns,  and updat es pol i c i es and pr ocedur es f or  t he Vi r gi ni a 
Al cohol  Saf et y Act i on Pr ogr am and f or  l ocal  Al cohol  Saf et y 
Act i on Pr ogr ams.   
 
 Ad hoc r egul at i ons as pr omul gat ed f r om t i me t o t i me by t he 
Commi ssi on shal l  be mai nt ai ned i n a manual  and adher ed t o by 
each ASAP.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 40,  I nt r oduct i on.  
 
 
24 VAC 35- 21- 40 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 
24 VAC 35- 21- 40.  I nt r oduct i on.  
 
 The Commi ssi on shal l  est abl i sh and ensur e compl i ance wi t h 
mi ni mum st andar ds and cr i t er i a f or  pr ogr am per f or mance and 
oper at i ons,  account i ng,  audi t i ng,  publ i c i nf or mat i on and 
admi ni st r at i on f or  t he l ocal  ASAPs.  The Commi ssi on shal l  al so 
over see ASAP pl ans,  oper at i ons and per f or mance,  and a syst em f or  
al l ocat i ng f unds t o cover  any def i c i t s i n ASAP budget s.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 50,  VASAP component s.  
 
 
24 VAC 35- 21- 50 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 
24 VAC 35- 21- 50.  VASAP component s.  
 
 
A.  Each component  i s or i ent ed t o addr ess i ssues r el at ed t o 
t r anspor t at i on saf et y and subst ance abuse.   The speci f i c  
component s and t hei r  di r ect i ves ar e as f ol l ows:  
 

1.  Enf or cement  – VASAP enhances l aw enf or cement  ef f or t s t o 
r educe al cohol  and ot her  dr ug- r el at ed cr ashes by pr ovi di ng 
t r ai ni ng and ot her  r esour ces t o det ect  and appr ehend t hose 
dr i v i ng under  t he i nf l uence.  

 
2.  Adj udi cat i on – VASAP,  pr osecut or s and cour t s wor k t oget her  

t o ensur e t he ef f i c i ent  pr ocessi ng of  t hose convi ct ed of  
dr i v i ng under  t he i nf l uence and r ef er r ed t o VASAP f or  
pr obat i on.  

 
3.  Case Management / Of f ender  I nt er vent i on – VASAP ensur es t hat  

each of f ender  i s super vi sed by a Case Manager  who scr eens 
and cl assi f i es t he of f ender  and det er mi nes t he most  
appr opr i at e i nt er vent i on,  t r eat ment ,  and pr obat i onar y 
ser vi ces.  Di r ect i ves i ncl ude:  

 
a.   Est abl i sh pol i cy st at ement s r equi r i ng adher ence t o 
   case management  pol i c i es cont ai ned i n t he VASAP Case                 

 Management  Manual  ( 35- 31- 10) .  
 
 b.  Est abl i sh and mai nt ai n a st andar d c l assi f i cat i on  

 pr ocedur e f or  of f ender s.  
 

c.  I mpl ement  and mai nt ai n an of f ender  t r acki ng and  
  r epor t i ng syst em.  

 
d.   I mpl ement  and mai nt ai n st andar d cur r i cul a.  
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e.   Ensur e of f ender s ar e r ef er r ed t o VASAP I nt er vent i on  
    Ser vi ces and l i censed f aci l i t i es or  l i censed pr i vat e 
   pr act i t i oner s.  

  
4.  Publ i c I nf or mat i on and Educat i on – VASAP hel ps r educe t he 

number  of  dr unk dr i v i ng i nj ur i es and f at al i t i es by 
i ncr easi ng publ i c awar eness t hr ough educat i on,  and by 
encour agi ng r esponsi bl e deci s i on maki ng.   Each pr ogr am 
conduct s publ i c i nf or mat i on act i v i t i es l ocal l y and j oi nt l y 
wi t h t he Commi ssi on.  

 
5.  Eval uat i on and Cer t i f i cat i on – The Commi ssi on on VASAP i s 

r esponsi bl e f or  per i odi cal l y eval uat i ng and r ecer t i f y i ng 
each ASAP ensur i ng t hat  ser vi ces i n t he communi t i es ar e 
ef f ect i ve,  consi st ent  and appr opr i at e.   Di r ect i ves i ncl ude:  

 
a.  Conduct  pr ogr am audi t s and eval uat i ons of  ASAP oper at i ons 

at  a mi ni mum of  ever y t hr ee year s t o ensur e compl i ance 
wi t h t he Commi ssi on Pol i cy and Pr ocedur e Manual  and 
Cer t i f i cat i on Requi r ement s Manual .  

 
b.  Devel op a syst em of  eval uat i ng t he i mpact  of  t he VASAP 

syst em on t he DUI  pr obl ems.  
 

c.  Eval uat e r eci di v i sm among of f ender s.  
 

d.  I mpr ove t he r epor t i ng of  al cohol  and ot her  dr ug dat a by 
wor ki ng cooper at i vel y wi t h ot her  St at e agenci es.  

 
B.  Each ASAP shal l  have a wr i t t en pol i cy st at ement  t hat  suppor t s 
t he VASAP component s and a wr i t t en act i on pl an and exhi bi t s of  
wor k whi ch r ef l ect  each component .  
 
   

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 5;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 60,  Goal  and obj ect i ves.  
 
 
24 VAC 35- 21- 60 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I .  GENERAL PROVI SI ONS 

 
 

 
24 VAC 35- 21- 60.  Goal s and obj ect i ves.   
 
 A.  VASAP goal s.   
 
 1.  I mpr ove t r anspor t at i on and publ i c saf et y  by decr easi ng t he 

i nci dence of  dr i v i ng under  t he i nf l uence of  al cohol  or  ot her  
dr ugs and t her eby r educi ng t he number  of  al cohol  and ot her  
dr ug- r el at ed cr ashes.   

  
 2.  I mpr ove t r anspor t at i on saf et y and publ i c saf et y by 

pr ovi di ng t r af f i c  saf et y pr ogr ams t o r educe t he i nci dence of  
vehi cul ar  cr ashes.    

 
 3.  Respond t o t he needs of  t he cour t s,  communi t y or  ot her  

agenci es by devel opi ng and pr ovi di ng anci l l ar y pr ogr ams.   
 
 B.  VASAP obj ect i ves.  
 

1.  Det er  t he mot or i ng publ i c f r om dr i v i ng under  t he 
i nf l uence.  

 
2.  Det er  t hose ar r est ed and convi ct ed of  DUI  f r om agai n 
dr i v i ng under  t he i nf l uence.  

 
3.  I ncr ease awar eness t o ai d i n t he i dent i f i cat i on,  
appr ehensi on and convi ct i on of  of f ender s dr i v i ng under  t he 
i nf l uence of  al cohol  and ot her  dr ugs.  

 
4.  Rai se t he convi ct i on r at e f or  of f ender s and t he number  of  
appr opr i at e r ef er r al s t o ASAPs.  

 
5.  Ensur e appr opr i at e pr obat i onar y super vi s i on of  of f ender s.  
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6.  Ensur e t he del i ver y of  appr opr i at e educat i on or  t r eat ment  
ser vi ces f or  of f ender s.  

 
7.  Pr ovi de st at ewi de of f ender  t r acki ng ser vi ces f or  al l  
ASAPs.  

 
8.  I ncr ease publ i c awar eness of  t he l egal  and ci v i l  
consequences of  DUI  ar r est ,  publ i c per cept i on of  
t r anspor t at i on cr ash r i sks,  and publ i c act i v i t i es t o r educe 
DUI  i nci dent s.  

 
9.  Assess and mai nt ai n t he ef f ect i veness and sel f - suppor t i ng 
st at us of  bot h t he Commi ssi on and ASAPs.  

 
 C.  Each ASAP shal l  have wr i t t en goal s and obj ect i ves whi ch 

r ef l ect  VASAP goal s and obj ect i ves.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 1. 6;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.



 15

24 VAC 35- 21- 70,  VASAP or gani zat i onal  st r uct ur e.  
 
 
24 VAC 35- 21- 70 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I .  ORGANI ZATI ON AND ADMI NI STRATI ON 

 
 

 
24 VAC 35- 21- 70.  VASAP or gani zat i onal  st r uct ur e.  
 
 Pr of essi onal  st af f  shal l  i ncl ude a f ul l - t i me Execut i ve 
Di r ect or ,  who i s r esponsi bl e t o t he Commi ssi on and such ot her  
st af f  desi gnat ed by t he Commi ssi on t o car r y out  t he mandat es of  
§§ 18. 2- 271. 1 and 18. 2- 271. 2 of  t he Code of  Vi r gi ni a as wel l  as 
pol i c i es and pr ogr ams  est abl i shed by t he Commi ssi on.  Each 
empl oyee shal l  have r esponsi bi l i t i es f or  ar eas of  ASAP 
oper at i ons and component s as assi gned by t he Execut i ve Di r ect or .  
Each shal l  be account abl e t o t he Execut i ve Di r ect or .  
 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 2. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 80,  Cer t i f i cat i on.  
 
 
24 VAC 35- 21- 80 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I I .  CERTI FI CATI ON 

 
 

 
24 VAC 35- 21- 80.  Cer t i f i cat i on.  
 
 Cer t i f i cat i on of  Al cohol  Saf et y Act i on Pr ogr ams wi t hi n t he 
Commonweal t h of  Vi r gi ni a was est abl i shed t o ensur e 
admi ni st r at i ve consi st ency wi t hi n t he syst em and t he qual i t y of  
ser vi ces pr ovi ded t o r ef er r ed of f ender s,  t he cour t s and t he 
communi t y.  One- t hi r d of  t he ASAPs shal l  be cer t i f i ed each year  
by r egi on.  The r egi ons ar e Bat t l ef i el d,  Bl ue Ri dge and Col oni al  
ASAP Counci l s.  
 
 Any pr ogr am oper at i ng under  §§ 18. 2- 271. 1 and 18. 2- 271. 2 of  
t he Code of  Vi r gi ni a i s  r equi r ed t o be cer t i f i ed by t he 
Commi ssi on i n conj unct i on wi t h st andar ds set  out  i n t he 
Commi ssi on Cer t i f i cat i on Requi r ement s Manual ,  24 VAC 35- 41- 10 et  
seq.  
 
 Any pr ogr am oper at i ng on t he i ni t i al  ef f ect i ve dat e of  t hese 
r egul at i ons and hol di ng a cur r ent  cer t i f i cat i on shal l  cont i nue 
under  t hat  cer t i f i cat i on unt i l  schedul ed f or  r evi ew.  The 
Commi ssi on shal l  ensur e t hat  al l  cer t i f i cat es ar e cur r ent .  Al l  
non- cer t i f i ed ASAPs and new ASAPs est abl i shed af t er  t he i ni t i al  
ef f ect i ve dat e shal l  obt ai n cer t i f i cat i on.  The Commi ssi on 
cer t i f i es Al cohol  Saf et y Act i on Pr ogr ams ( ASAPs)  i n accor dance 
wi t h pr ocedur es set  f or t h i n t he Commi ssi on on VASAP 
Cer t i f i cat i on Manual ,  24 VAC 35- 41- 10 et  seq.  See § 18. 2- 271. 2 B 
of  t he Code of  Vi r gi ni a.  
 
 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
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NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 3. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 90,  Per i od of  cer t i f i cat i on.  
 
 
24 VAC 35- 21- 90 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I I .  CERTI FI CATI ON 

 
 

 
24 VAC 35- 21- 90.  Per i od of  cer t i f i cat i on.  
 
 Al l  cer t i f i cat i ons shal l  be f or  a per i od of  t hr ee year s and 
shal l  expi r e on June 30 i n t he l ast  year  of  t he cer t i f i cat i on 
per i od.   The t er m of  cer t i f i cat i on may be ext ended by t he 
Commi ssi on by r ei ssuance of  a cer t i f i cat e.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 3. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
 

REFERENCES 
 
CROSS REFERENCES 
 
Pr escr i bed met hodol ogy,  24 VAC 35- 41- 30.
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24 VAC 35- 21- 100,  Act i on on cer t i f i cat i on.  
 
24 VAC 35- 21- 100 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I I .  CERTI FI CATI ON 

 
 

 
24 VAC 35- 21- 100.  Act i on on cer t i f i cat i on.  
 
 An ASAP shal l  be cer t i f i ed by t he Commi ssi on,  as c i t ed i n t he 
cer t i f i cat i on r equi r ement s manual .   When an ASAP i s f ound out  of  
compl i ance by t he cer t i f i cat i on t eam,  t he ASAP wi l l  compl et e a 
pl an of  act i on set t i ng out  t he pr ocedur es t o be f ol l owed t o 
at t ai n compl i ance.  Thi s submi ssi on must  be wi t hi n 30 days of  
not i f i cat i on by t he Execut i ve Di r ect or .  A f ol l ow- up t eam 
r epr esent i ng t he Commi ssi on may t hen make an addi t i onal  v i s i t  t o 
val i dat e t hat  cor r ect i ve act i on has been t aken and make a 
r ecommendat i on f or  cer t i f i cat i on i f  t he pr ogr am i s f ound t o be 
compl i ant .  A pr ogr am may seek a wai ver  f r om a cer t i f i cat i on 
st andar d as pr ovi ded i n 24 VAC 35- 41- 40 et  seq.  
 
 Cer t i f i cat i on shal l  be r evoked i f  an ASAP f ai l s t o cont i nue 
t o meet  any st andar d f or  cer t i f i cat i on.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 3. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 110,  Revocat i on of  cer t i f i cat i on.  
 
 
24 VAC 35- 21- 110 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I I .  CERTI FI CATI ON 

 
 

 
24 VAC 35- 21- 110.  Fi nal  cer t i f i cat i on deci s i on.  
 
 A r epor t  shal l  be f i l ed wi t h t he Commi ssi on 30 days pr i or  t o 
t he next  r egul ar l y schedul ed meet i ng of  t he Commi ssi on whi ch 
det ai l s al l  pr ogr ams r evi ewed si nce t he l ast  Commi ssi on meet i ng.  
The Commi ssi on shal l  r evi ew t he document  pr esent ed and make a 
cer t i f i cat i on deci s i on.  The Execut i ve Di r ect or  shal l  not i f y i n 
wr i t i ng t he Di r ect or  of  each ASAP as wel l  as t he chai r per son of  
t hat  ASAP' s Pol i cy Boar d.  
 
 The Commi ssi on may cer t i f y,  r evoke cer t i f i cat i on or  decl i ne 
t o cer t i f y an ASAP.  
 
 I f  t he Commi ssi on f ai l s t o cer t i f y or  r evokes an ASAP' s 
cer t i f i cat i on,  t he Commi ssi on may est abl i sh a new ASAP.  
 
 The Commi ssi on' s cer t i f i cat i on deci s i on shal l  be sent  t o t he 
ASAP Di r ect or ,  t he ASAP Pol i cy Boar d chai r per son,  pol i t i cal  
subdi v i s i ons,  and t he cour t s t he ASAP ser ves or  woul d ser ve.  
 
 I n t he event  of  cer t i f i cat i on di sput es wi t h t he cer t i f i cat i on 
r evi ew t eam,  or  t he deni al  of  a r equest  f or  wai ver  of  
cer t i f i cat i on r equi r ement s by t he Execut i ve Di r ect or ,  t he ASAP 
Di r ect or  may r equest  a hear i ng bef or e t he Commi ssi on.  The 
r equest  f or  t he hear i ng must  be i n wr i t t en f or m f r om t he ASAP 
Di r ect or  and submi t t ed t o t he Commi ssi on 30 days pr i or  t o t he 
next  r egul ar l y schedul ed meet i ng of  t he Commi ssi on.  Upon r ecei pt  
of  a wr i t t en r equest ,  t he Commi ssi on or  i t s desi gnee shal l  
schedul e a hear i ng.  
 
 Fai l ur e t o f i l e such a r equest  or  t o appear  as schedul ed 
shal l  be deemed a set t l ement  of  t he cer t i f i cat i on di sput e or  
accept ance of  t he Execut i ve Di r ect or ' s wai ver  deci s i on.  
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STATUTORY AUTHORI TY 

 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 3. 5;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 120,  Fi nal  cer t i f i cat i on deci s i on.  
 
 
24 VAC 35- 21- 120 
 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I I I .  CERTI FI CATI ON 

 
 

 
24 VAC 35- 21- 120.  Revocat i on of  cer t i f i cat i on.  
 
 The Commi ssi on on i t s own mot i on,  upon r ecei pt  of  i nf or mat i on 
t hat  i ndi cat es an ASAP may no l onger  meet  cer t i f i cat i on 
r equi r ement s or  t hat  ot her  i r r egul ar i t i es may exi st  wi t hi n t he 
ASAP,  may send a cer t i f i cat i on r evi ew t eam t o i nvest i gat e t he 
ASAP.  Not i ce of  t he i nt ended i nvest i gat i on by t he cer t i f i cat i on 
r evi ew t eam shal l  be gi ven t o t he ASAP Di r ect or  and t he 
chai r per son of  t he Pol i cy Boar d.  Upon compl et i on of  t he 
i nvest i gat i on,  t he cer t i f i cat i on r evi ew t eam shal l  submi t  a 
r epor t  t o t he Execut i ve Di r ect or ,  who may cal l  a speci al  meet i ng 
of  t he Commi ssi on t o r evi ew t he r epor t ,  gi v i ng not i ce t o t he 
l ocal  ASAP Di r ect or .  
 
 The Commi ssi on may vot e t o r evoke t he cer t i f i cat i on of  t he 
ASAP based on t he r epor t .  The r evocat i on shal l  become ef f ect i ve 
on t he dat e of  t he vot e.  I f  r evocat i on i s vot ed,  t he Execut i ve 
Di r ect or  shal l  not i f y t he ASAP Di r ect or ,  chai r per son of  t he 
Pol i cy Boar d,  pol i t i cal  subdi v i s i ons,  and t he cour t s t he ASAP 
ser ves wi t hi n 10 days.  
 
 I f  t he ASAP cor r ect s i t s def i c i enci es wi t hi n 30 days,  i t s 
cer t i f i cat i on may be r ei nst at ed by t he Commi ssi on.  Al l  
appr opr i at e par t i es not ed above wi l l  be not i f i ed.   I f  t he 
def i c i enci es ar e not  cor r ect ed,  t he Commi ssi on may est abl i sh a 
new ASAP.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
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HI STORI CAL NOTES 

 
 Der i ved f r om VR647- 01- 02 § 3. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 130,  Syst em.  
 
 
24 VAC 35- 21- 130 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I V.  OFFENDER TRACKI NG SYSTEM 

 
 

 
24 VAC 35- 21- 130.  Syst em.  
 
 The Commi ssi on,  or  i t s desi gnee,  shal l  oper at e an of f ender  
t r acki ng syst em capabl e of  pr ovi di ng r ecor ds t o t he ASAP 
( Al cohol  Saf et y Act i on Pr ogr am)  of  par t i c i pat i on by of f ender s.   
 
 The Commi ssi on on VASAP,  or  i t s desi gnee,  may submi t  
per i odi cal l y,  i f  avai l abl e,  st at i st i cal  r epor t s t o t he 
Commi ssi on on VASAP and l ocal  ASAPs det ai l i ng t he vol ume and 
char act er i st i cs of  of f ender s c l assi f i ed,  r ef er r ed and di sposed 
of  dur i ng a gi ven t i me per i od.  
 
 The Commi ssi on,  or  i t s desi gnee,  shal l  conduct  or  suppor t  
r esear ch necessar y t o ensur e t he oper at i ons of  t he l ocal  and 
st at e syst em,  and ensur e t hat  obj ect i ves ar e bei ng met .  
 
 ASAPs shal l  secur e wr i t t en appr oval  f r om t he Commi ssi on pr i or  
t o di ssemi nat i on of  r esear ch usi ng of f ender  r ecor ds.  Appr oval  
shal l  be based on compl i ance wi t h cur r ent  appl i cabl e pr i vacy and 
secur i t y r egul at i ons.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 4. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 140,  Local  st af f .  
 
 
24 VAC 35- 21- 140 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 140.  Local  st af f .  
 
 ASAP st af f  shal l  consi st  of  a mi ni mum of  a f ul l - t i me Di r ect or  
and one f ul l - t i me admi ni st r at i ve posi t i on.  Such st af f  as  deemed 
necessar y by t he Commi ssi on on VASAP and t he l ocal  Pol i cy Boar d 
shal l  be avai l abl e t o cover  admi ni st r at i ve,  c l er i cal ,  ser vi ces 
t o each r ef er r al ,  and component  act i v i t i es of  t he ASAP.   
 
 Each ASAP shal l  have a pr ogr am or gani zat i onal  char t  whi ch 
c l ear l y del i neat es admi ni st r at i ve and st af f  r esponsi bi l i t y  f or  
pr ogr am oper at i ons,  and r ef l ect s posi t i ons i dent i f i ed t hr ough 
j ob descr i pt i ons.   

 
 ASAP st af f  shal l  conf or m t o equal  oppor t uni t y mi ni mum hi r i ng 
st andar ds est abl i shed by t he Commonweal t h of  Vi r gi ni a.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 150,  Local  or gani zat i on.  
 
 
24 VAC 35- 21- 150 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 150.  Local  or gani zat i on.  
 
 Each ASAP i s or gani zed under  t he admi ni st r at i on of  pol i t i cal  
subdi v i s i ons or  t he Joi nt  Exer ci se of  Power s St at ut es §15. 2- 1300 
of  t he Code of  Vi r gi ni a.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 160,  Admi ni st r at i ve agent .  
 
 
24 VAC 35- 21- 160 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 160.  Admi ni st r at i ve agent .  
 
 Each ASAP shal l  be admi ni st er ed by a Pol i cy Boar d t hat  
compl i es wi t h 24 VAC 35- 21- 180 t o ser ve as i t s admi ni st r at i ve 
agent .  The admi ni st r at i ve agent  may al so ser ve as t he f i scal  
agent  of  t he ASAP.  
 
 The Commi ssi on,  or  any count y,  c i t y,  t own or  any combi nat i on 
t her eof  may est abl i sh,  and i f  est abl i shed,  shal l  oper at e an ASAP 
i n accor dance wi t h t he st andar ds and cr i t er i a r equi r ed under  § 
18. 2- 271 of  t he Code of  Vi r gi ni a.  
  
 Each ASAP shal l  pr ovi de di r ect  ser vi ces t o a speci f i c  set  of  
pol i t i cal  subdi v i s i ons as def i ned i n t he pl anni ng st udy or  
desi gnat ed by t he Commi ssi on on VASAP.  These subdi v i s i ons shal l  
be appr oved by t he Commi ssi on.  
 
 Any ant i c i pat ed changes of  pol i t i cal  subdi v i s i ons f al l i ng 
wi t hi n t he ser vi ce ar ea of  an ASAP shal l  be r epor t ed by t hat  
ASAP t o t he Commi ssi on t hr ough t he Execut i ve Di r ect or  f or  r evi ew 
and appr oval  at  l east  60 days pr i or  t o t he i ni t i at i on.  
 
 Changes i n t he i ncl uded pol i t i cal  subdi v i s i ons of  an ASAP or ,  
i n t he absence of  a pl anni ng st udy,  t he i ni t i al  est abl i shment  of  
pol i t i cal  subdi v i s i ons,  shal l  be made i n a wr i t t en agr eement  
wi t h t he ASAP Pol i cy Boar d and t he Commi ssi on.  
 
 Any changes t o t he admi ni st r at i ve or  or gani zat i onal  st r uct ur e 
of  an ASAP,  or  any oper at i onal  component  subj ect  t o 
cer t i f i cat i on r evi ew,  must  be r epor t ed t o t he Commi ssi on,  
t hr ough t he Execut i ve Di r ect or ,  f or  r evi ew and appr oval  at  l east  
60 days pr i or  t o i ni t i at i on.  
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STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 170,  Fi scal  agent .  
 
 
24 VAC 35- 21- 170 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 170.  Fi scal  agent .  
 
 Each ASAP shal l  use a l ocal  pol i t i cal  subdi v i s i on as a f i scal  
agent  unl ess t he Commi ssi on appr oves an al t er nat i ve.  
 
 Any ant i c i pat ed changes i n t he f i scal  agent  shal l  be r epor t ed 
by t he ASAP t o t he Commi ssi on,  t hr ough t he Execut i ve Di r ect or ,  
f or  r evi ew and appr oval  at  l east  60 days pr i or  t o i ni t i at i on.  
 

Each ASAP shal l  have wr i t t en f i scal  pol i c i es and pr ocedur es 
conf or mi ng t o gener al l y- accept ed account i ng pr i nci pl es and i n 
conf or mance wi t h VASAP Pol i cy and Pr ocedur es Manual  ( 24 VAC 35-
21- 10,  et .  Seq) .   Such pol i c i es shoul d i ncl ude:  

 Audi t s – Audi t s wi l l  be per f or med annual l y by t he 
Commi ssi on on VASAP.   Addi t i onal  audi t s can be 
per f or med by l ocal  CPA f i r ms.   

 Budget s -  Budget  document s must  be submi t t ed t o t he 
Commi ssi on on VASAP as r equi r ed i n t he Pol i cy and 
Pr ocedur e Manual .   Ther e shoul d al so be i n pl ace a 
met hod f or  budget  r evi s i ons.  

 Account i ng – Pr ogr ams shal l  est abl i sh a st andar d 
account i ng met hod,  i . e.  cash accr ual  or  modi f i ed 
accr ual .  

 Fi scal  Agent  – Each pr ogr am shoul d have a f i scal  agent  
whi ch i s a count y,  c i t y or  t own of  t he Commonweal t h or  
appr oved bookkeeper  or  cer t i f i ed publ i c account ant  
whi ch ser ves as f i scal  agent  under  §15. 2- 1300 of  t he 
Code of Virginia. 
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 Pur chasi ng – ASAPs must  conf or m wi t h l ocal  f i scal  
agent  pol i cy and pr ocedur es,  l ocal  Pol i cy Boar d pol i cy 
and pr ocedur e as wel l  as t he Pr ocur ement  Act  of  
Vi r gi ni a.  

 Payr ol l  – Document at i on of  al l  payr ol l  act i v i t i es 
shal l  be mai nt ai ned.  

Revenue – Pr ogr ams shal l  use t he Commi ssi on- appr oved 
management  i nf or mat i on syst em t o document  and r ecei pt  
al l  i ncome t o t he pr ogr am,  t o ver i f y payment  t ype and 
t o pr ovi de r econci l i at i on of  dai l y r evenue deposi t s.   
The pr ogr am shal l  devi se a met hod t o separ at e f i scal  
dut i es and r esponsi bi l i t i es among st af f  t o pr ovi de 
pr oper  checks and bal ances.   Pr ogr ams shal l  have 
wr i t t en pr ocedur es f or  account s r ecei vabl e.  

 
STATUTORY AUTHORI TY 

 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 180,  Pol i cy Boar d.  
 
 
24 VAC 35- 21- 180 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
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24 VAC 35- 21- 180.  Pol i cy Boar d.  
 
 A.  Each ASAP shal l  have a Pol i cy Boar d whi ch wi l l  cont r ol  and 
gi ve di r ect i on t o t he ASAP' s act i v i t i es and shal l  devel op 
pol i c i es f or  t he oper at i on of  t he ASAP.  The Pol i cy Boar d shal l  
oper at e i ndependent l y of  al l  ot her  boar ds and t he Boar d may not  
be oper at ed i n conj unct i on wi t h a sub- boar d of  l ocal  communi t y  
or gani zat i ons.   These Boar ds shal l  convey l ocal  needs and 
di r ect i on t o t he ASAP.   The Boar d member s shal l  be chosen t o 
ser ve as set  out  bel ow.  The Boar d of  any ASAP oper at ed by t he 
Commi ssi on under  § 18. 2- 271. 1 H of  t he Code of  Vi r gi ni a may be 
sel ect ed by t he Commi ssi on i f  t he l ocal i t y cannot  agr ee on t he 
sel ect i ons.  Per sons ser vi ng on any Pol i cy Boar d shal l  ser ve 
wi t hout  compensat i on.  
 
 B.  The Pol i cy Boar d shal l  consi st  of  f i ve t o 15 member s.  The 
gover ni ng bodi es of  each par t i c i pat i ng j ur i sdi ct i on shal l  
appoi nt  one member  f or  a t er m of  t hr ee year s.  The r emai ni ng 
member s shal l  be el ect ed f or  a t er m of  t hr ee year s by maj or i t y 
vot e of  t hose member s sel ect ed by each r epr esent ed l ocal i t y 
unl ess t hese ar e t he f i r st  appoi nt ment s t o t he Pol i cy Boar d.  
When a l ocal  Pol i cy Boar d i s f i r st  appoi nt ed,  one t hi r d of  t he 
member s shal l  be appoi nt ed f or  one year ,  one t hi r d f or  t wo 
year s,  and one t hi r d f or  t hr ee year s.  The member shi p not  
appoi nt ed by t he gover ni ng bodi es of  r epr esent ed j ur i sdi ct i ons,  
at  t he di scr et i on of  t he Boar d,  shal l  be sel ect ed or  el ect ed 
f r om but  not  l i mi t ed t o,  t he j udi c i ar y,  t he Bar ,  l aw 
enf or cement ,  educat i on and t r eat ment  pr of essi onal s,  and ot her  
i nt er est ed gr oups such as l ocal  t r anspor t at i on saf et y 
Commi ssi ons.  The desi gnat ed t er ms of  of f i ce may,  wi t h Commi ssi on 
appr oval ,  be modi f i ed.  Vacanci es whi ch occur  on t he Boar d shal l  
be f i l l ed by maj or i t y vot e of  t he r emai ni ng Boar d member s f r om 
nomi nat i on of  ot her  Boar d member s and t he par t i c i pat i ng 
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gover ni ng bodi es of  t he j ur i sdi ct i on.  
 
 C.  The Boar d shal l  have t he f ol l owi ng r esponsi bi l i t i es whi ch 
shal l  be r ef l ect ed i n t he Boar d’ s byl aws:  
 

1.  Over si ght  of  oper at i ons of  t he ASAP wi t hi n t he 
par t i c i pat i ng l ocal i t i es .  

 
 2.  Hi r i ng,  super vi s i on and,  i f  necessar y,  t er mi nat i on of  t he 

ASAP Di r ect or .  
 

3.  Appr oval  of  a f i scal  year  oper at i onal  budget  pr epar ed by  
 t he Di r ect or .  
 

4.  Appr oval  of  t he Di r ect or ' s annual  r epor t ,  whi ch shal l  
i ncl ude ASAP act i v i t i es and f i nanci al  st at us.  

 
5.  Revi ew of  an annual  audi t  whi ch shal l  be conduct ed at  t he 
end of  each f i scal  year  by t he Commi ssi on on VASAP.  

 
6.  Adopt i on of  wr i t t en gui del i nes and byl aws st r uct ur ed as 
set  out  i n subsect i on C and D of  t hi s sect i on.  

 
7.  Est abl i shment  and appr oval  of  oper at i onal  pol i c i es and 
pr ocedur es f or  t he ASAP.  

 
 D.  The Boar d shal l  have gui del i nes and byl aws whi ch def i ne 
t he pur pose and r esponsi bi l i t y  of  t he Boar d f or  adher ence and 
compl i ance t o VASAP st at ewi de r egul at i ons,  as wel l  as:  
 

1.  Of f i cer s.  The of f i cer s of  t he Pol i cy Boar d shal l  consi st  
of  a chai r per son,  and such subor di nat e of f i cer s as t he Boar d 
may el ect  or  appoi nt .  The secr et ar y i f  el ect ed shal l  not  be 
t he Di r ect or  of  t he ASAP.  Each of f i cer  shal l  ser ve wi t hout  
compensat i on.  The of f i ces of  chai r per son and vi ce- chai r per son 
i f  el ect ed shal l  be hel d by member s f r om di f f er ent  
par t i c i pat i ng j ur i sdi ct i ons.  

 
2.  Ter ms of  of f i ce.  Except  f or  t he or i gi nal  of f i cer s,  ( who 
shal l  be el ect ed at  t he second meet i ng af t er  t he f or mat i on of  
t he Boar d)  each of f i cer  shal l  be el ect ed at  t he annual  
meet i ng of  t he Boar d t o ser ve a t er m as desi gned by byl aws  of  
t he Boar d.  Devi at i on except  as pr ovi ded i n subsect i on B of  
t hi s sect i on must  be appr oved by t he Commi ssi on on VASAP.  Any 
vacancy occur r i ng i n any of f i ce shal l  be f i l l ed by t he Boar d 
f or  t he unexpi r ed t er m.  
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3.  El ect i on of  of f i cer s.  A maj or i t y of  t he member s shal l  be  
pr esent  and vot i ng i n or der  t o const i t ut e a quor um.  Member s 
who ar e unabl e t o at t end may vot e i n any el ect i on by l et t er  
di r ect ed t o t he chai r man and del i ver ed pr i or  t o or  at  t he 
meet i ng.  At  t he r egul ar  meet i ng of  t he Pol i cy Boar d 
i mmedi at el y pr ecedi ng t he annual  meet i ng,  t he chai r man shal l  
appoi nt  a nomi nat i ng commi t t ee.  Thi s commi t t ee shal l  pr esent  
t o t he Boar d at  i t s  annual  meet i ng a s l at e of  nomi nees f or  
el ect i on as of f i cer s and a s l at e of  nomi nees t o f i l l  any 
vacanci es on t he Boar d.  Al l  Boar d member s and of f i cer s shal l  
t ake of f i ce on t he f i r st  day of  t he mont h f ol l owi ng t hei r  
el ect i on and shal l  ser ve unt i l  t hei r  successor s t ake of f i ce.    

 
 E.  Meet i ngs 
   
 1)  Regul ar  meet i ngs.  Regul ar  meet i ngs of  t he Boar d shal l  be 

hel d quar t er l y and shal l  be open t o t he publ i c.  The Boar d or  
i t s Execut i ve Commi t t ee may,  wher e l egal l y appr opr i at e,  go 
i nt o execut i ve sessi on.  

 
 2)   Mi nut es shal l  be t aken of  each Boar d meet i ng and shal l  

i ncl ude a l i s t i ng of  al l  member s pr esent .  Upon Boar d 
appr oval ,  mi nut es of  each meet i ng shal l  be f or war ded t o t he 
Execut i ve Di r ect or  of  t he Commi ssi on on VASAP.  

 
 3)  Not i f i cat i on shal l  be pr ovi ded i n accor dance wi t h t he Code 

of  Vi r gi ni a r egar di ng publ i c meet i ngs.  
 
 4)  Ti me and pl ace.  The Boar d may change t he dat e and t i me of  

any r egul ar  meet i ng at  any pr i or  meet i ng and may adj our n any 
meet i ng t o anot her  pl ace i f  not i ce of  t he change i s pr ovi ded 
t o i nt er est ed par t i es.  

 
5)  Annual  meet i ngs.  The annual  meet i ng of  t he Boar d i s t hat  
meet i ng so desi gnat ed i n t he byl aws f or  t he pur pose of  
el ect i ng of f i cer s,  and f i l l i ng expi r ed t er ms of  member s,  and 
shal l  be open t o t he publ i c.  

  
6)  Each Pol i cy Boar d shal l  adopt  Rober t ' s  Rul es of  Or der  ( or  
s i mi l ar l y accept abl e r ul es)  as oper at i onal  gui del i nes f or  
act i ons not  speci f i cal l y def i ned i n t he Boar d' s byl aws.  
 
F.  Each ASAP shal l  est abl i sh a Boar d Di r ect or y,  whi ch 
cont ai ns a l i s t  of  cur r ent  Boar d Member s,  t er ms of  
appoi nt ment  and j ur i sdi ct i ons and cur r ent  of f i cer s.   Thi s 
di r ect or y shal l  be submi t t ed annual l y t o t he Commi ssi on 
of f i ce.  
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G.  The Commi ssi on t hr ough t he Execut i ve Di r ect or  may wai ve 
cer t ai n of  t hese r equi r ement s f r om sect i on 24 VAC 35- 21- 180 
upon wr i t t en r equest  f r om t he Pr ogr am Di r ect or  and t he Pol i cy 
Boar d Chai r man.  

 
  

 
STATUTORY AUTHORI TY 

 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 5;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 185 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 
24 VAC 35- 21- 185.  Requi r ement s f or  Local  Pol i cy and Pr ocedur e 
Manual s.  
 
 
 
Each ASAP shal l  mai nt ai n a l ocal  pol i cy and pr ocedur e manual  
t hat  i ncl udes Pol i cy Boar d byl aws,  or gani zat i onal  aut hor i t y and 
r esol ut i ons,  l i s t  of  cur r ent  Boar d Member s and t hei r  
j ur i sdi ct i ons,  cur r ent  j ob descr i pt i ons f or  st af f ,  l ocal  
oper at i onal  manual ,  any f i scal  pol i cy and pr ocedur e,  and al l  
VASAP Manual s ( Pol i cy and Pr ocedur e,  Cer t i f i cat i on,  Tr ai ni ng and 
Accr edi t i ng,  and Case Management ) .  
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24 VAC 35- 21- 190 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 190.  Per sonnel  pol i cy gui del i nes.  
 
 Each ASAP shal l  est abl i sh mi ni mum per sonnel  pol i cy gui del i nes 
no l ess st r i ngent  t han t hose set  f or t h her ei n and i n t he 
per sonnel  Tr ai ni ng and Accr edi t i ng Manual .   These shal l  i ncl ude,  
at  a mi ni mum:  
 
 1.  A wr i t t en j ob descr i pt i on whi ch i ncl udes mi ni mum,  expl i c i t  
j ob qual i f i cat i ons f or  al l  st af f  posi t i ons.  
 
 2.  A wr i t t en Per sonnel  Pol i cy and Pr ocedur e Manual  whi ch 

shal l ,  at  a mi ni mum,  compl y wi t h al l  appl i cabl e f eder al ,  
st at e or  l ocal  mandat es.   The manual ,  at  a mi ni mum,  shal l  
i ncl ude t he f ol l owi ng ar eas:  

 
  a.  Equal  Empl oyment  Oppor t uni t y:   Each ASAP shal l  have         

  pol i cy and pr ocedur e t o pr ovi de equal  empl oyment      
oppor t uni t i es t o empl oyees and appl i cant s f or  
empl oyment  i n al l  aspect s of  per sonnel  management  and 
r egar d t o r ace,  col or ,  r el i gi on,  nat i onal  or i gi n,  
pol i t i cal  af f i l i at i on,  handi cap,  sex or  age ( except  
wher e t her e i s a bona f i de occupat i onal  r equi r ement ) .  

 
 b.  Empl oyment  Pr ocedur es:   Each ASAP shal l  compl y wi t h 

al l  st andar ds appr oved by t he l ocal  Pol i cy Boar d 
r egar di ng r ecr ui t ment ,  scr eeni ng,  sal ar y st r uct ur e 
and hi r i ng,  and wi t h t he mi ni mum qual i f i cat i ons as 
speci f i ed i n t he Tr ai ni ng and Accr edi t i ng  Manual .   

 
  ( 1)  Vacanci es shal l  be announced at  l east  t wo weeks 

bef or e t he l ast  dat e on whi ch appl i cat i ons wi l l  
be accept ed.  

 
  ( 2)  Vacancy announcement  shal l  i ncl ude t he t i t l e,  pay 

gr ade and/ or  sal ar y r ange of  t he posi t i on;  
i dent i f i cat i on of  t he wor k s i t e and a descr i pt i on 
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of  t he t ypi cal  t asks and l evel  of  r esponsi bi l i t y 
of  t he wor k t o be per f or med and of  any unusual  
wor ki ng condi t i ons not  ot her wi se appar ent ;  t he 
mi ni mum qual i f i cat i ons r equi r ed and any speci al  
or  pr ef er r ed qual i f i cat i ons;  t he t i me,  pl ace and 
manner  of  appl i cat i on,  i ncl udi ng t he cl osi ng dat e 
f or  accept i ng appl i cat i ons i f  such has been 
est abl i shed;  t he nat ur e of  t he t est s or  ot her  
scr eeni ng pr ocesses,  i ncl udi ng i nt er vi ews,  t o be 
used;  a descr i pt i on of  t he cat egor y of  t he 
appoi nt ment ,  empl oyee benef i t s and t he f act  t hat  
t he empl oyi ng agency i s an equal  oppor t uni t y  
empl oyer .  Thi s sect i on shal l  not  appl y t o pai d 
empl oyment  adver t i sement s.  

 
c.  Sal ar y Scal es:  Each ASAP shal l  have pol i cy 

and pr ocedur e t o assi gn a sal ar y gr ade f or  
each j ob posi t i on i n accor dance wi t h l ocal  
pay scal es appr oved by t he l ocal  Pol i cy 
Boar d.  

 
d.  Pr obat i onar y Per i od:  Each ASAP shal l  have 

pol i cy and pr ocedur e t o r equi r e 
sat i sf act or y compl et i on of  pr obat i onar y 
per i od as a pr er equi s i t e t o cont i nued 
empl oyment ,  unl ess ot her wi se det er mi ned by 
l ocal  or  st at e di r ect i ves.  

 
e.  Tr ai ni ng:  Each ASAP shal l  have pol i cy and    

pr ocedur e t o ensur e t hat  al l  st af f  
par t i c i pat e i n any r equi r ed Commi ssi on on 
VASAP t r ai ni ng,  meet  t he mi ni mum t r ai ni ng 
hour s as set  f or t h i n t he Tr ai ni ng and  
Accr edi t i ng Manual ,  and encour age and 
assi st  i n st af f  devel opment  t hr ough 
academi c st udy.  

 
f .  Per f or mance Appr ai sal :  Each ASAP shal l  have 

pol i cy and pr ocedur e t o pr ovi de an 
ef f ect i ve means f or  at  l east  annual l y 
appr ai s i ng t he wor k per f or mance of  
empl oyees and f or  pr ovi di ng a pay f or  
per f or mance syst em.  

 
g.  Benef i t s:  Each ASAP shal l  have cl ear  

descr i pt i ons of  per sonnel  benef i t s.  
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h.  St andar d of  Conduct :  Each ASAP shal l  have 
wr i t t en st andar ds of  conduct  desi gned t o 
pr ot ect  t he wel l - bei ng and r i ght s f or  al l  
empl oyees,  t o pr ovi de a saf e,  ef f i c i ent  
oper at i on and t o mai nt ai n compl i ance wi t h 
publ i c l aw.  

 
i .  Gr i evance Pr ocedur es:  Each ASAP shal l  have 

a wr i t t en pol i cy t o pr ovi de f or  r esol ut i on 
of  empl oyee pr obl ems and compl ai nt s wher ei n 
empl oyees can f r eel y di scuss t hei r  concer ns 
and ensur e t hat  empl oyees wi l l  have an 
ef f ect i ve pr ocedur e by whi ch var i ous 
gr i evances can be f ai r l y and obj ect i vel y 
r evi ewed.  

 
j .  Ter mi nat i on of  Empl oyment :   Each ASAP shal l  

have a wr i t t en pol i cy and pr ocedur e f or  
t er mi nat i on of  empl oyees.  

 
k.  Reduct i on i n For ce ( St af f ) :  Each ASAP shal l  

have a wr i t t en r educt i on i n f or ce ( st af f )  
pol i cy and pr ocedur e.   That  shal l  i ncl ude 
cl ear  and di st i nct  cr i t er i a and pr ocesses 
f or  per sonnel  and posi t i ons af f ect ed.   The 
pol i cy shal l  be r evi ewed annual l y.  

 
l .  Per sonnel  Recor ds:   Each ASAP shal l  have 

pol i cy and pr ocedur e t o mai nt ai n a compl et e 
and accur at e per sonnel  r ecor d f or  each 
empl oyee.   I ncl uded i n t hese pr ocedur es 
shal l  be measur es t o ensur e secur i t y,  
st or age,  access and dest r uct i on of  al l  
per sonnel  r ecor ds.  

 
m.  Conf i dent i al i t y :  Each ASAP shal l  have 

pol i cy and pr ocedur e r egar di ng di scl osur e 
of  def endant  i nf or mat i on,  whi ch compl y wi t h 
al l  st at e and f eder al  r egul at i ons.  Ther e 
shoul d be document at i on t hat  al l  st af f  
member s ar e awar e of  t he gui del i nes.  

 
n.  Conf l i c t  of  I nt er est :  Each ASAP shal l  have 

pol i cy and pr ocedur e t o avoi d any act i v i t y 
deemed t o be i n conf l i c t  wi t h t he i nt er est s 
of  t he pr ogr am.   Per sonnel  of  each ASAP,  t o 
i ncl ude f aci l i t at or s and pol i cy boar d 
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member s,  ar e subj ect  t o t he Conf l i c t  of  
I nt er est  Law ( 2. 1639. 12 t o 2. 1639. 54 of  t he 
Code of  Vi r gi ni a) .   Conf l i c t s of  i nt er est  
i ncl ude but  ar e not  l i mi t ed t o t he 
f ol l owi ng:  

 
( 1)  ASAP empl oyees shal l  not  di scl ose t o any 

per son,  not  ent i t l ed t her et o,  i nf or mat i on 
gai ned t hr ough t hei r  of f i ce or  empl oyment ,  
or  ot her wi se use such i nf or mat i on f or  
t hei r  per sonal  gai n or  benef i t .  

 
( 2)  ASAP empl oyees shal l  not  accept  any gi f t s,  

gr at ui t i es,  f avor s or  ser vi ces f r om 
cl i ent s,  f r om any i ndi v i dual  or  agency who 
may seek t o suppl y goods or  ser vi ces t o 
t he Commi ssi on or  t he ASAP,  or  f r om a 
member  of  t he Pol i cy Boar d.   The t er ms 
“ gi f t s,  gr at ui t i es,  f avor s or  ser vi ces”  
i ncl ude but  ar e not  l i mi t ed t o:  moneys,  
cr edi t s,  di scount s,  seasonal  or  speci al  
occasi on pr esent s,  eat abl es,  dr i nks,  
househol d appl i ances,  f ur ni shi ngs,  
c l ot hes,  l oans of  goods or  money,  t i cket s 
t o spor t i ng or  cul t ur al  event s,  
t r anspor t at i on,  vacat i ons,  t r avel  or  hot el  
expenses or  any f or m of  ent er t ai nment .  

 
( 3)  ASAP empl oyees shal l  not  cont r act  f or  or  

pr ovi de suppl ement al  ser vi ces t o an ASAP 
f or  whi ch t hey ar e empl oyed on a f ul l - t i me 
basi s.   I n t he event  of  a v i ol at i on of  t he 
conf l i c t  of  i nt er est  pol i cy,  t he ASAP 
Di r ect or  or  chai r per son of  t he ASAP Pol i cy 
Boar d shal l  execut e a r evi ew pr ocedur e.    

 
     ASAP Di r ect or s shal l  i ni t i at e,  conduct  and 

compl et e a t hor ough r evi ew of  any al l eged 
br each of  conf l i c t  of  i nt er est  pol i cy by an 
empl oyee of  t he ASAP t hey admi ni st er .   Such 
r evi ew shal l  be i ni t i at ed wi t hi n t en 
wor ki ng days f r om t he dat e of  r ecei pt  of  
t he al l egat i on.   Upon bot h i ni t i at i on and 
t er mi nat i on of  t he r evi ew,  t he ASAP 
Di r ect or  shal l  not i f y t he Execut i ve 
Di r ect or  and t he Pol i cy Boar d i n wr i t i ng.    

 



 40

A compl et e r epor t  of  t he r evi ew shal l  be 
f i l ed no l at er  t han t hi r t y ( 30)  days af t er  
t he dat e of  t he i ni t i at i on of  t he r evi ew.   
Empl oyees of  an ASAP f ound i n v i ol at i on of  
t hese pol i cy gui del i nes shal l  be deal t  wi t h 
by t he ASAP Di r ect or  i n accor dance wi t h 
ASAP per sonnel  pol i cy or  st at e l aw as 
appl i cabl e.   
 
I f  an ASAP Di r ect or  i s subj ect  t o r evi ew 
f or  a br each of  any conf l i c t  of  i nt er est  
pol i cy,  t he Execut i ve Di r ect or  shal l  
execut e t he r evi ew pr ocedur e unl ess such 
r evi ew i s under t aken by t he Pol i cy Boar d.  
The Execut i ve Di r ect or  shal l  i nf or m t he 
Commi ssi on of  t he r esul t s of  t hat  r evi ew 
wi t hi n t hi r t y ( 30)  days of  i ni t i at i on of  
t he r evi ew.  When conduct i ng a r evi ew t he 
Pol i cy Boar d shal l  adher e t o t he same t i me 
par amet er s est abl i shed f or  r evi ews 
conduct ed by t he ASAP Di r ect or .  The Pol i cy 
Boar d shal l  f i l e a compl et ed r epor t  wi t hi n 
( 30)  days of  i ni t i at i on wi t h t he Execut i ve 
Di r ect or  of  t he r esul t s of  t he r evi ew.  A 
Di r ect or  f ound i n v i ol at i on of  t hese 
per sonnel  pol i cy gui del i nes shal l  be deal t  
wi t h i n accor dance wi t h ASAP pol i cy or  
st at e l aw wher e appl i cabl e.    

 
o.  Of f i ce Hour s:  Each ASAP shal l  have st at ed 

speci f i c  hour s of  pr ogr am oper at i on.  
 
p.  Tr avel :  Each ASAP shal l  have pol i cy and 

pr ocedur e f or  wor k- r el at ed t r avel .   Wher e 
l ocal  r egul at i ons do not  exi st ,  t r avel  
must  conf or m wi t h t he Commonweal t h of  
Vi r gi ni a t r avel  r egul at i ons.            

 
q.  Pur chasi ng:  Each ASAP shal l  have a wr i t t en 

pr ocur ement  pl an.  
 
r .  Cl i ent  Recor ds:  Each ASAP shal l  have 

wr i t t en pol i cy f or  mai nt ai ni ng t he 
secur i t y and conf i dent i al i t y  of  of f ender s’  
r ecor ds.   Such pol i c i es shal l  conf or m t o 
al l  appl i cabl e st at e and f eder al  l aws and 
Regul at i ons.   I ncl uded i n t hese pr ocedur es 
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shal l  be measur es t o ensur e secur i t y,  
st or age,  access and dest r uct i on of  al l  
def endant  r ecor ds.  

 
s.  Sexual  har assment :  Each ASAP shal l  have 

pol i cy and pr ocedur e i n compl i ance wi t h 
l ocal ,  st at e,  or  f eder al  r equi r ement s t o 
i nvest i gat e al l egat i ons of  sexual  
har assment ,  and t o addr ess any document ed 
i nst ances of  har assment  i n or der  t o 
pr ot ect  t he wel l - bei ng and r i ght s of  al l  
empl oyees and pr ovi de a saf e wor ki ng 
envi r onment .  

 
     t .  Each ASAP shal l  have a wr i t t en pol i cy t hat  

addr esses out si de empl oyment  by ASAP 
empl oyees.  

 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 6;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 200,  Tr avel .  
 
 
24 VAC 35- 21- 200 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 200.  Tr avel .  
 
 Al l  wor k- r el at ed t r avel  by ASAP per sonnel  shal l  compl y wi t h 
t he l ocal  Pol i cy Boar d' s t r avel  r egul at i ons or  wi t h t he 
Commonweal t h of  Vi r gi ni a t r avel  pol i c i es.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 7;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 210,  Tr ai ni ng.  
 
 
24 VAC 35- 21- 210 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 210.  Tr ai ni ng.  
 
 Each ASAP adher e t o st andar ds as set  f or t h i n t he Tr ai ni ng 
and Accr edi t i ng Manual .  
 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 8;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 220,  Secur i t y and conf i dent i al i t y .  
 
 
24 VAC 35- 21- 220 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART V.  LOCAL ADMI NI STRATI VE STRUCTURE 

 
 

 
24 VAC 35- 21- 220.  Secur i t y and conf i dent i al i t y .  
 
 Each ASAP shal l  have wr i t t en pol i cy f or  mai nt ai ni ng t he 
secur i t y and conf i dent i al i t y  of  of f ender s '  r ecor ds ,  and shal l  
ensur e and document  t hat  each empl oyee has seen and has a 
wor ki ng knowl edge and under st andi ng of  t he secur i t y and 
conf i dent i al i t y  r egul at i ons.  Each ASAP shal l  compl y wi t h al l  
f eder al  and st at e l aws and r egul at i ons r egar di ng t he col l ect i on,  
st or i ng and di ssemi nat i on of  r ecor ds.   Such pol i c i es shoul d 
i ncl ude,  at  a mi ni mum,  r esear ch pr oj ect s,  r el ease of  i nf or mat i on 
t o t he cour t s and l aw enf or cement ,  and pol i c i es f or  pr ot ect i ng,  
communi cat i ng and acqui r i ng of f ender  i nf or mat i on.  
 
   
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 5. 9;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 230,  ASAP f i nance.  
 
 
24 VAC 35- 21- 230 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART VI .  ASAP FI SCAL POLI CY 

 
 

 
24 VAC 35- 21- 230.  ASAP f i nance.  
 
  Af t er  r evi ew and appr oval  of  a budget  by i t s Pol i cy Boar d 
and admi ni st r at i ve or  f i scal  agent ,  wher e appl i cabl e,  al l  ASAPs 
shal l  submi t ,  on or  bef or e Apr i l  1,  a budget  t o t he Commi ssi on 
of f i ce f or  r evi ew and appr oval .  
 
 I f  def i c i t  f undi ng i s sought ,  t he budget  shal l  be submi t t ed 
no l at er  t han Mar ch 1,  t o t he Commi ssi on.  
 
 Dur i ng t he budget  year ,  r evi s i ons wi t hi n t he appr oved t ot al  
budget  amount  est abl i shi ng new l i ne i t ems r equi r es Pol i cy Boar d 
appr oval .   Not i f i cat i on shal l  be submi t t ed t o t he Commi ssi on t o 
updat e t he budget  st at us.   Changes i ncr easi ng t he appr oved 
expendi t ur e amount  shal l  be submi t t ed f or  appr oval  t o t he 
Commi ssi on.  

 
 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 240,  Of f ender  f ee di st r i but i on.  
 
 
24 VAC 35- 21- 240 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART VI .  ASAP FI SCAL POLI CY 

 
 

 
24 VAC 35- 21- 240.  Of f ender  f ee di st r i but i on.  
 

1.  Al l  ASAPs,  on a mont hl y basi s shal l  f or war d t he 
per cent age desi gnat ed by t he Commi ssi on of  each 
of f ender  f ee col l ect ed and t he mont hl y f i nanci al  
r epor t  t o t he Commi ssi on i n accor dance wi t h § 
18. 2- 271. 1 of  t he Code of  Vi r gi ni a.  Pr ogr ams deemed 
del i nquent  by t he Commi ssi on on VASAP shal l  be 
not i f i ed i n wr i t i ng of  an out - of - compl i ance st at us.    

 
2.  ASAPs ar e r equi r ed t o pay t he St at e shar e on f unds 

col l ect ed f r om pr ogr ams whi ch ar e DUI - r el at ed e. g. ,  
ASAP,  Habi t ual  Of f ender ,  and Dr ug r ef er r al s and any 
ot her  pr ogr am whi ch cannot  be oper at ed wi t hout  
ut i l i z i ng t he ASAP r esour ces.    

 
3.  I f  a pr ogr am i s oper at ed wi t hout  ut i l i z i ng ASAP 

r esour ces ( st af f ,  phone,  of f i ce space,  audi t  and 
f i nanci al  ser vi ces,  suppl i es,  I nf er no,  et c. )  t he St at e 
shar e i s not  r equi r ed.   ASAPs shoul d not i f y t he 
Execut i ve Di r ect or  of  any such pr ogr ams.    

 
4.  Funds not  expended by t he Commi ssi on f r om year  t o year  

af t er  def i c i t  f undi ng has been sat i sf i ed shal l  be 
expended f or  t he benef i t  of  t he ASAP or  be r ef unded t o 
such ASAPs i n accor dance wi t h Commi ssi on di r ect i ve.  

 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
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HI STORI CAL NOTES 

 
 Der i ved f r om VR647- 01- 02 § 6. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 250,  Def i c i t  f unds.  
 
 
24 VAC 35- 21- 250 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART VI .  ASAP FI SCAL POLI CY 

 
 

 
24 VAC 35- 21- 250.  Def i c i t  f unds.  
 
 A por t i on of  t he f ee pai d t o t he Commi ssi on by t he ASAP shal l  
be set  asi de f or  def i c i t  f undi ng.  
 
 The Execut i ve Di r ect or  shal l  submi t  a quar t er l y account  and 
r epor t  of  t hese f unds t o t he Commi ssi on Execut i ve Fi nance 
Commi t t ee member s.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 260,  Def i c i t  el i gi bi l i t y .  
 
 
24 VAC 35- 21- 260 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART VI .  ASAP FI SCAL POLI CY 

 
 

 
24 VAC 35- 21- 260.  Def i c i t  el i gi bi l i t y .  
 
 I n or der  t o be el i gi bl e f or  def i c i t  f undi ng an ASAP must  meet  
t he f ol l owi ng cr i t er i a:  
 
 1.  The ASAP i s oper at i ng on an appr oved budget ,  whi ch has 
been r evi ewed by t he Commi ssi on and appr oved by t he pr ogr am’ s  
Pol i cy Boar d,  and has r equest ed def i c i t  f undi ng.  
 
 2.  The ASAP expends al l  avai l abl e f unds,  i ncl udi ng such f unds 
as savi ngs,  cer t i f i cat es of  deposi t  and any ot her  savi ngs  
dur i ng t he budget  year .  
 
 3.  The ASAP i s oper at i ng wi t hi n al l  st andar ds est abl i shed by 
t he Commi ssi on.  
 
 4.  The ASAP i s wi l l i ng t o r evi se i t s budget  consi st ent  wi t h 
t he r ecommendat i ons f r om t he Commi ssi on' s Execut i ve Fi nance 
Commi t t ee or  t he Commi ssi on.  
 
 5.  The ASAP has f i l ed a r equest  and submi t t ed al l  dat a 
r equest ed by t he Execut i ve Fi nance Commi t t ee and Commi ssi on 
wi t hi n t he t i me f r ame al l ot t ed.  
 
 6.  The ASAP i s i n compl i ance wi t h st at e f ee pol i cy and r epor t  
r equi r ement s.  

 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
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HI STORI CAL NOTES 

 
 Der i ved f r om VR647- 01- 02 § 6. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 270,  Budget ar y def i c i t s.  
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24 VAC 35- 21- 270.  Budget ar y def i c i t s.  
 
 A.  Al l  ASAPs r equest i ng def i c i t  f undi ng shal l  compl et e a 
r equest  f or  def i c i t  f undi ng and submi t  i t  t o t he Execut i ve 
Di r ect or  i n suf f i c i ent  t i me f or  r evi ew of  r equest  pr i or  t o 
act ual  def i c i t  el i gi bi l i t y .  
 
 B.  ASAPs must  submi t  cur r ent  budget  and f i nanci al  r epor t s t o 
t he Execut i ve Di r ect or  wi t h t he r equest .  
 
 C.  Budget  r evi ews shal l  be conduct ed by t he Execut i ve Fi nance 
Commi t t ee.   The Execut i ve- Fi nance Commi t t ee wi l l  meet  r egar di ng 
t he ASAP’ s  r equest  wi t hi n 30 days of  r ecei pt  of  r equest  t o 
r evi ew i nf or mat i on submi t t ed and f or mul at e a pl an of  act i on.  
 
 D.  The ASAP Di r ect or  wi l l  meet  wi t h t he Execut i ve Fi nance 
Commi t t ee t o r evi ew t he nat ur e of  t he r equest  f or  def i c i t  f unds.  
 
 E.  An on- si t e r evi ew of  t he ASAP shal l  be made by t he 
Execut i ve- Fi nance Ccommi t t ee,  Commi ssi on,  or  t hei r  desi gnee.  
 
 F.  Upon f i nal  r evi ew,  t he Execut i ve Fi nance Commi t t ee shal l  
det er mi ne t he amount  t o be f unded f r om Commi ssi on f unds.   Funds 
up t o 5, 000 may be aut hor i zed by t he Execut i ve Di r ect or  dur i ng 
t he i nt er i m.  Funds up t o $10, 000 may be aut hor i zed by t he 
Execut i ve Fi nance Ccommi t t ee.    Lar ger  amount s shal l  r equi r e a 
r evi ew by t he f ul l  Commi ssi on.  
 
 G.  Not  mor e t han 10 wor ki ng days af t er  compl et i ng t hi s  
r evi ew,  t he Di r ect or  and Boar d chai r per son of  t he ASAP shal l  be 
not i f i ed of  t he det er mi nat i on of  t he Execut i ve Fi nance Commi t t ee 
or  Commi ssi on.   ASAPs t hat  meet  t he r equi r ement s shal l  r ecei ve 
f undi ng.  Any pr ogr am r equest i ng def i c i t  f undi ng,  whi ch does  not  
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qual i f y f or  such f undi ng,  shal l  be advi sed by t he 
execut i ve/ f i nance commi t t ee what  act i on i s necessar y f or  
qual i f i cat i on.  
 
 H.  The ASAP Di r ect or  shal l  submi t  t o t he Commi ssi on mont hl y 
r epor t s of  expendi t ur es wi t h comment s on any si gni f i cant  change 
i n t he f i scal  st at us of  t he ASAP f or  a mi ni mum per i od of  one 
year  af t er  r ecei pt  of  def i c i t  f undi ng.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 5;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 280,  Audi t s and f i nanci al  r epor t s.  
 
 
24 VAC 35- 21- 280 
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24 VAC 35- 21- 280.  Audi t s,  Accounting Methods, and f i nanci al  
r epor t s.  
 
 Each ASAP' s f i nanci al  r ecor ds and account s shal l  be subj ect  
t o l ocal ,  st at e and,  when appl i cabl e,  f eder al  audi t s.  
 
 Al l  f i nanci al  r ecor ds shal l  be mai nt ai ned i n an or der l y 
f ashi on usi ng gener al l y- accept ed account i ng pr ocedur es.  The 
f i nanci al  r ecor ds shal l  be r et ai ned f or  t hr ee year s af t er  audi t  
unl ess speci f i cal l y aut hor i zed by t he Commi ssi on f or  a shor t er  
per i od of  t i me.  
 
 Wi t hi n 60 days af t er  t he c l ose of  t he r epor t i ng per i od,  al l  
ASAPs shal l  submi t  t o t he Commi ssi on an annual  i ncome st at ement  
out l i ni ng t he ASAP' s expendi t ur es and r evenues f or  t he r epor t i ng 
per i od.  The r epor t  per i ods shal l  r un f r om Jul y 1 t o June 30 of  
each year .   Al l  moni es and account s bel ongi ng t o each ASAP shal l  
be r epor t ed at  t he end of  each annual  f i scal  st at ement .  
 
 The Commi ssi on shal l  r et ai n t he aut hor i t y t o r evi ew and 
appr ove t he account i ng met hods used by ASAPs.  Each ASAP shal l  
submi t  t he appr oved Mont hl y Fi nanci al  Repor t  wi t hi n 60 days 
af t er  t he c l ose of  t he mont h.  Pet t y cash f unds shal l  be appr oved 
by t he ASAP Pol i cy Boar d.  
 
 

STATUTORY AUTHORI TY 
 

 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
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 Der i ved f r om VR647- 01- 02 § 6. 6;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 290,  Gr ant  appl i cat i ons.  
 
 
24 VAC 35- 21- 290 
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24 VAC 35- 21- 290.  Gr ant  appl i cat i ons.  
 
 ASAPs wi t h pol i t i cal  subdi v i s i ons as f i scal  agent s may appl y 
f or  st at e or  f eder al  f undi ng f or  gr ant s and speci al  pr oj ect s 
f ocusi ng on t he Commi ssi on component s t o i mpr ove t r anspor t at i on 
saf et y.  
 
 Regi onal  gr ant s shal l  be submi t t ed i n accor dance wi t h 
Regi onal  Gr ant  Gui del i nes.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 7;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 300,  Of f ender  f ee col l ect i on.  
 
 
24 VAC 35- 21- 300 
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24 VAC 35- 21- 300.  Of f ender  f ee col l ect i on.  
 
 Al l  of f ender s r ef er r ed t o t he ASAP,  except  t hose t he cour t  
det er mi nes t o be i ndi gent ,  ar e r equi r ed t o pay t he f ee as 
r equi r ed by § 18. 2- 271. 1 of  t he Code of  Vi r gi ni a.  I n addi t i on,  
an ASAP,  upon appr oval  of  t he l ocal  pol i cy boar d,  may opt  t o 
i mpose admi ni st r at i ve char ges al l owed by and l i mi t ed by t he Code 
of  Vi r gi ni a,  and as appr oved by t he COV ( e. g. ,  bad check 
char ges) .  Col l ect i on of  of f ender  f ees i n cash i s di scour aged.   
Each ASAP shal l  have a pol i cy r egar di ng r ef unds.  
 
 Fees shal l  be col l ect ed at  enr ol l ment  unl ess t he of f ender  i s 
decl ar ed t o be i ndi gent ,  or  har dshi p i ndi cat es t hat  payment  must  
be made over  a per i od of  t i me,  or  unl ess ot her wi se di r ect ed by 
t he cour t .   The f ee i s obl i gat ed at  t he t i me of  compl et i on of  
enr ol l ment  as def i ned,  and t he f ee i s non- r ef undabl e.   
 
 Al l  f ees deposi t ed l ocal l y shal l  be i n a l ocal  account  
appr oved by t he f i scal  agent ,  admi ni st r at i ve agent ,  or  t he 
Pol i cy Boar d and deposi t ed i n accor dance wi t h wr i t t en f i scal  
pr ocedur es.  Fees col l ect ed by t he ASAP shal l  be deposi t ed dai l y.  
Each ASAP shal l  st r i ve t o mai nt ai n a separ at i on of  dut i es,  
ensur i ng t hat  per sons wr i t i ng r ecei pt s ar e not  sol el y 
r esponsi bl e f or  maki ng dai l y deposi t s or  r econci l i ng bank 
r ecor ds.  
 
 No ASAP shal l  r et ai n over  $300 i n cash f r om of f ender  f ees i n 
i t s of f i ce beyond t he dai l y c l ose of  busi ness.  
 
 Each ASAP shal l  desi gnat e speci f i c  st af f  member s t o be 
r esponsi bl e f or  col l ect i on of  of f ender  f ees.  Those i ndi v i dual s 
and t hei r  desi gnees shal l  be bonded or  i nsur ed.  
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 Al l  f ees col l ect ed by t he ASAP shal l  be document ed wi t h 
pr enumber ed r ecei pt s f r om t he MI S.    Al l  r ecei pt s shal l  be 
post ed i n a dai l y t r ansact i ons j our nal  i n t he MI S.  The aut omat ed 
r ecei pt i ng syst em pr ovi ded by t he Commi ssi on shal l  be ut i l i zed.   
Al l  dai l y j our nal s,  copi es of  r ecei pt s,  and any ot her  r ecor ds 
r el at i ng t o t he col l ect i on of  f ees shal l  be mai nt ai ned by ASAP 
f or  t hr ee year s af t er  audi t  unl ess t he ASAP has been aut hor i zed 
by t he Commi ssi on f ol l owi ng appr oval  by t he Vi r gi ni a St at e 
Ar chi ves t o dest r oy t hem i n a shor t er  per i od.  
  
 Except  f or  t hose ASAPs whose bookkeepi ng i s pr ovi ded by t hei r  
f i scal  or  admi ni st r at i ve agent ,  each ASAP shal l  have an 
appr opr i at e st af f  member  t r ai ned t o conduct  bookkeepi ng dut i es.  
ASAPs ar e aut hor i zed t o cont r act  wi t h a r ecogni zed bookkeepi ng 
ser vi ce i n l i eu of  havi ng a st af f  member  per f or m bookkeepi ng 
dut i es.  As r ecogni zed by t he Audi t or  of  Publ i c Account s and i n 
gener al l y accept ed account i ng pr ocedur es,  t he per son who 
aut hor i zes di sbur sement s or  execut es checks shal l  not  be t he 
same per son who conduct s bookkeepi ng dut i es.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 8;  ef f .  Sept ember  13,  1989;  amended,  Vi r gi ni a 
Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  1991.
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24 VAC 35- 21- 305.   Obl i gat i on t o Repor t  Lost ,  St ol en or  Mi s-
spent  Revenue 
 
 When r evenue of  t he pr ogr am i s l ost  or  st ol en,  t hi s i nci dent  
must  be r epor t ed t o t he Execut i ve Di r ect or  wi t h det ai l s 
i mmedi at el y upon di scover y.   
 
 When r evenue of  t he pr ogr am i s mi sspent ,  spent  wi t hout  
aut hor i zat i on or  ot her wi se conver t ed t o per sonal  use,  t hi s 
i nf or mat i on must  be r epor t ed t o t he Execut i ve Di r ect or  wi t hi n 
t hr ee ( 3)  wor ki ng days of  i t s  di scover y.  
 
 Revenue shal l  i ncl ude pet t y cash,  checki ng account s,  deposi t s,  
savi ngs account s,  cer t i f i cat es of  deposi t  and any ot her  sour ce 
of  r evenue,  or  asset s owned by t he ASAP.  
 
 Pr ogr ams ar e st i l l  expect ed t o conf or m wi t h t he Code of  
Vi r gi ni a r egar di ng i t s obl i gat i on t o r epor t  such i nci dent s t o 
pr oper  aut hor i t i es.  Consi st ent  wi t h t he Code of  Vi r gi ni a,  t hese 
mat t er s shal l  be r epor t ed t o t he St at e Pol i ce.    
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
None 
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24 VAC 35- 21- 310,  Tr ansf er s and f ees.  
 
24 VAC 35- 21- 310 
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24 VAC 35- 21- 310.  Tr ansf er s and f ees.    
 
 For  t hose of f ender s who seek t o t r ansf er  t o an out - of - st at e 
f aci l i t y ,  each ASAP shal l  i nf or m t he of f ender s i n wr i t i ng ( wi t h 
a copy t o r emai n i n t hei r  f i l e)  of  t hei r  r esponsi bi l i t y  t o pay 
t he i n- st at e ASAP f ee and al l  cost s i ncur r ed out - of - st at e,  
unl ess ot her wi se di r ect ed by t he cour t .  
 
 Fees assessed t o of f ender s bei ng t r ansf er r ed i nt r ast at e 
shoul d not  be col l ect ed by t he or i gi nat i ng ASAP.  
 
 When an i nt r ast at e t r ansf er  deci s i on i s made f ol l owi ng t he 
col l ect i on of  f ees,  t he or i gi nat i ng ASAP shal l  f or war d t o t he 
r ecei v i ng ASAP t he f ul l  amount  of  t he f ee col l ect ed l ess t he 
por t i on sent  t o t he Commi ssi on.    
 
  
 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 6. 9;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 315.   Long- Ter m Obl i gat i on and pur chase of  r eal  
pr oper t y 
 

No ASAP shal l  ent er  i nt o obl i gat i ons whi ch commi t  r evenue or  
r esour ces f or  a per i od whi ch exceeds 60 mont hs wi t hout  pr i or  
wr i t t en appr oval  by t he Commi ssi on on VASAP.  

 
No pr ogr am shal l  seek t o pur chase r eal  pr oper t y,  l and or  

bui l di ngs wi t hout  seeki ng pr i or  wr i t t en appr oval  f r om t he 
Commi ssi on on VASAP.  

 
Any ASAP seeki ng t o ent er  obl i gat i ons,  or  cont r act or  

agr eement s f or  goods,  ser vi ces and r ent al  l eases whi ch ar e f or  a 
per i od l onger  t han f i ve year s ( 60 mont hs) ,  shal l  submi t  t o t he 
Commi ssi on on VASAP det ai l ed i nf or mat i on r egar di ng i t s i nt ent i on 
f or  r evi ew and appr oval  bef or e ent er i ng such obl i gat i ons.  

 
For  pr ogr ams whi ch vi ol at e t hese pr ocedur es,  t he Di r ect or  and 

each member  of  t he Pol i cy Boar d shal l  be hel d j oi nt l y 
r esponsi bl e and sever al l y l i abl e f or  such obl i gat i on.  
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24 VAC 35- 21- 320,  Cor r espondence.  
 
 
24 VAC 35- 21- 320 
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24 VAC 35- 21- 320.  Cor r espondence.  
 
 St at e l evel  cor r espondence f r om t he Commi ssi on t o 
admi ni st r at i ve agent s,  f i scal  agent s and Pol i cy Boar ds of  ASAPs 
concer ni ng ASAP oper at i on shal l  al so be copi ed t o t he ASAP 
Di r ect or  s i mul t aneousl y wi t h t he i ssuance of  t he or i gi nal  
cor r espondence.  
 
 Cor r espondence or i gi nat i ng i n t he ASAP of f i ce r egar di ng 
f i nanci al  and admi ni st r at i ve pr obl ems shal l  be di r ect ed t o t he 
Execut i ve Di r ect or .  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 7. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 330,  Repor t s.  
 
 
24 VAC 35- 21- 330 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART VI I .  COMMUNI CATI ONS 

 
   
 
24 VAC 35- 21- 330.  Repor t s.  
 
 An annual  r epor t  of  ASAP act i v i t i es and f i nanci al  dat a shal l  
be compl et ed by t he ASAP.  Copi es shal l  be submi t t ed t o t he 
Execut i ve Di r ect or  wi t hi n 90 days of  t he c l ose of  t he f i scal  
year ,  unl ess pr i or  except i on i s secur ed f r om t he Execut i ve 
Di r ect or .  The Execut i ve Di r ect or  wi l l  di ssemi nat e r epor t s t o 
member s of  t he Commi ssi on,  t he VASAP Advi sor y Boar d,  and ot her  
i nt er est ed per sons.   
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 7. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 340,  Revi ews.  
 
 
24 VAC 35- 21- 340 
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24 VAC 35- 21- 340.  Revi ews.  
 
 I n addi t i on t o cer t i f i cat i on r evi ew,  ASAP r evi ews may be  
di r ect ed by t he Commi ssi on i n r esponse t o ASAP r equest s,  upon 
i dent i f i cat i on of  subst ant i al  ASAP pr obl ems,  or  t o updat e 
i nf or mat i on on ASAP oper at i ons.  The r evi ew may be conduct ed by 
t he Execut i ve Di r ect or ,  a r epr esent at i ve f r om t he ASAPs and any 
ot her  per sons desi gnat ed by t he Execut i ve Di r ect or  or  
Commi ssi on.  The r esul t s of  t hi s speci al  r evi ew shal l  be r epor t ed 
by t he r evi ewer  t o t he Commi ssi on wi t hi n 30 days of  t he 
compl et i on of  t he r evi ew.  Upon appr oval  of  t he r epor t ,  a copy 
shal l  be submi t t ed t o t he ASAP.  
 
 An ASAP may r espond t o t he r epor t  t hr ough communi cat i on t o 
t he Commi ssi on wi t hi n 30 days of  r ecei pt  of  t he r epor t .  Thi s 
wi l l  become a par t  of  t he of f i c i al  r epor t  by t he Commi ssi on.  
 
 An ASAP r evi ew shal l  be conduct ed wi t hi n 90 days of  any 
change i n t he ASAP' s admi ni st r at i ve agent .  
 
 The Execut i ve Di r ect or  shal l  al so be r esponsi bl e f or  
i nvest i gat i ng any i nappr opr i at e act i v i t y r epor t ed,  and pr epar i ng 
a r epor t  f or  t he Commi ssi on.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 
 
 
 
 

NOTES 
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HI STORI CAL NOTES 

 
 Der i ved f r om VR647- 01- 02 § 8. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.  
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24 VAC 35- 21- 350,  Ser vi ce agr eement s.  
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CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART I X.  SERVI CE AGREEMENTS 

 
 

 
24 VAC 35- 21- 350.  Ser vi ce agr eement s.  
 
 Al l  ASAPs,  as r ef er r al  agenci es,  shal l  expl i c i t l y  out l i ne 
r el at i onshi ps wi t h vendor s f or  educat i on or  t r eat ment  ser vi ces 
f or  of f ender s t hr ough f or mal  ser vi ce agr eement s.  Al l  ASAPs shal l  
ut i l i ze t he st andar d ser vi ce agr eement  f or mat  pr ovi ded by t he 
Commi ssi on.  Local  pr ogr ams may at t ach an addendum t o t he 
st andar d agr eement  as negot i at ed wi t h t he ser vi ce pr ovi der .  
 
 ASAPs shal l  be r esponsi bl e f or  ensur i ng t hat  al l  t r eat ment  
ser vi ce agr eement s ar e awar ded t o vendor s who ar e l i censed by 
t he Depar t ment  of  Ment al  Heal t h,  Ment al  Ret ar dat i on and 
Subst ance Abuse Ser vi ces or  l i censed by t he Depar t ment  of  Heal t h 
Pr of essi ons.  
 
 The ASAP shal l  be r esponsi bl e f or  t he negot i at i on and 
awar di ng of  ser vi ce agr eement s wi t hi n i t s ar ea.  When t he ASAP so 
r equest s,  t he Commi ssi on or  i t s desi gnee shal l  assi st  i n 
negot i at i ons and consul t at i ons on such agr eement s.  
 
 Ser vi ce agr eement s shal l  not  be ent er ed i nt o wi t h any per son 
or  agency who i s known not  t o adher e t o st at e and f eder al  equal  
oppor t uni t y r egul at i ons,  l ocal ,  st at e and f eder al  
conf i dent i al i t y  and pr i vacy r egul at i ons,  or  any ot her  appl i cabl e 
r ul es,  r egul at i ons or  l aws.  
 
 Al l  ser vi ce agr eement s ent er ed i nt o by ASAPs shal l  be 
consi st ent  wi t h 24 VAC 35- 21- 190,  conf l i c t  of  i nt er est .   
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
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NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 9. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 360,  Of f ender s f i l e.  
 
 
24 VAC 35- 21- 360 
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24 VAC 35- 21- 360.  Of f ender s f i l e.  
 
 Each ASAP shal l  mai nt ai n a f i l e on each of f ender  r ef er r ed or  
t r ansf er r ed f or  case management  ser vi ces.  These f i l es may be 
el ect r oni c or  har d copy.   These f i l es shal l  cont ai n:   
 
 1.   Document s i ndi cat i ng r ef er r al  
 
 2.  Consent ( s)  f or  r el ease of  i nf or mat i on s i gned by t he 
of f ender  
 
 3.  Agr eement ( s)  t o par t i c i pat e s i gned by t he of f ender  
 
 4.  Ser vi ce/ I nt er vent i on pr ovi der  r epor t s 
 
 5.  Repor t s t o t he cour t  
 
 6.  Document at i on of  of f ender ' s i nt er vent i on at t endance and 
absences.  
 
 7.  Tr ansf er  f or m( s)  
 
 8.  Recor d of  f ee payment   
 
 9.  Cl assi f i cat i on i nf or mat i on 
 
 10.   Recor d of  chr onol ogi cal  cont act  wi t h of f ender .   These 
f i l es shal l  be i n accor dance wi t h Case Management  Pol i cy and 
Pr ocedur e Manual .    
 
 11.   Fi nal  r epor t  on t hose of f ender s who wer e noncompl i ant  
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 Document at i on of  pr ogr am par t i c i pat i on shal l  be mai nt ai ned on 
al l  ot her  r ef er r al s.  
 
 The di sposal  of  of f ender  r ecor ds shal l  be i n accor dance wi t h 
t he Code of  Vi r gi ni a and t he Commi ssi on on VASAP r ecor ds 
r et ent i on gui del i nes.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 10. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 370,  Recor ds r et ent i on.  
 
 
24 VAC 35- 21- 370 
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24 VAC 35- 21- 370.  Recor ds r et ent i on.  
 
 Each ASAP shal l  r et ai n i t s r ecor ds i n accor dance wi t h t he 
Recor ds Management  Pl an appr oved by t he Vi r gi ni a St at e Ar chi v i st  
and t he Commi ssi on:  
 
 
 Al l  f i nanci al  r ecor ds of  t he ASAP shal l  be r et ai ned f or  t hr ee 
year s af t er  audi t  unl ess speci f i cal l y aut hor i zed by t he 
Commi ssi on f or  a shor t er  per i od of  t i me.   ASAPs shal l  not  
dest r oy of f ender  r ecor ds or  f i l es wi t hout  aut hor i zat i on f r om t he 
Commi ssi on.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 10. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 380,  Tr ansf er  pr ocedur es and document at i on.  
 
 
24 VAC 35- 21- 380 
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24 VAC 35- 21- 380.  Tr ansf er  pr ocedur es and document at i on.  
 
  

a.  I n or der  t o be consi der ed f or  t r ansf er ,  an of f ender  
must  have cont act  wi t h t he or i gi nat i ng ASAP.  

 
b.  The or i gi nat i ng ASAP shal l  det er mi ne i f  t he case 

shoul d be t r ansf er r ed t o anot her  ASAP or  anot her  
st at e accor di ng t o t he t r ansf er  pr ocedur e.  

 
c.  I n gener al ,  ASAPs shal l  not  r et ai n an of f ender  who 

r esi des out si de of  t hei r  ser vi ce ar ea.  
 

d.  I f  any ASAP i nvol ved f ai l s t o t r ansf er  an of f ender  
t o t he appr opr i at e ASAP,  such f ai l ur e shal l  be 
r epor t ed t o t he Commi ssi on f or  i nvest i gat i on or  
act i on.  

 
e.  ASAPs ar e not  r equi r ed t o r e- open r evoked cases f or  

t he pur pose of  t r ansf er  i n cases t hat  have been 
r evoked l onger  t han one year ,  have not  been 
r ei nst at ed by t he cour t ,  and t he i ndi v i dual  has 
moved t o anot her  j ur i sdi ct i on.  

 
  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
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 Der i ved f r om VR647- 01- 02 § 11. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 390,  I nt r ast at e t r ansf er s.  
 
 
24 VAC 35- 21- 390 
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24 VAC 35- 21- 390.  I nt r ast at e t r ansf er s.  
 
  
 

A.  ASAPs shal l  not  r et ai n an of f ender  who r esi des out si de 
of  t hei r  ser vi ce ar ea.  

 
B.  ASAPs must  t r ansf er  an of f ender  i f  pl ace of  r esi dence 

changes t o anot her  ser vi ce ar ea.  
 
C.  An of f ender  who r esi des out si de of  t he ASAP ser vi ce 

ar ea may r equest  not  t o be t r ansf er r ed.   Such r equest  
f r om t he of f ender  shal l  be i n wr i t i ng and kept  i n t he 
of f ender ’ s case f i l e.  

  
D.  An ASAP may consi der  a r equest  by an of f ender  f or  

t r ansf er  t o t he ar ea of  t he of f ender ’ s empl oyment .  
 

 
E.  No ASAP shal l  r ef er  of f ender s t o,  or  est abl i sh of f ender  

r ef er r al s or  case management  ser vi ces i n t he geogr aphi c 
ser vi ce ar ea of  anot her  ASAP,  except :  

 
1.  Wi t h a wr i t t en agr eement  bet ween t he 

ASAPs,  and 
2.  Wi t h a wai ver  gr ant ed by t he Commi ssi on.  

 
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
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HI STORI CAL NOTES 

 
 Der i ved f r om VR647- 01- 02 § 11. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 400,  I nt er st at e t r ansf er s.  
 
 
24 VAC 35- 21- 400 
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24 VAC 35- 21- 400.  I nt er st at e t r ansf er s.  
 
 A.  Of f ender  cases may be t r ansf er r ed t o an out - of - st at e 
agency i f  ei t her  of  t he f ol l owi ng condi t i ons exi st :  
 
 1.  An of f ender  l i ves or  i s empl oyed i n anot her  st at e and 
r equest s a t r ansf er .  
 
 2.  An of f ender  i s or der ed,  by t he cour t  t o par t i c i pat e i n a 
pr ogr am out  of  st at e.  
 
 B.  Tr ansf er s t o st at es whi ch ar e member s of  t he i nt er st at e 
compact  f or  DUI  ser vi ces may be accompl i shed i n accor dance wi t h 
t hat  agr eement .  I n ot her  cases,  t r eat ment  and educat i on ser vi ces 
r ender ed by out - of - st at e agenci es must  meet  t he same pr ogr am 
r equi r ement s as det er mi ned by t he ASAP.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 11. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 410,  Responsi bi l i t y  of  ASAP ( Al cohol  Saf et y Act i on 
Pr ogr am)  r ecei v i ng t r ansf er .  
 
 
24 VAC 35- 21- 410 
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24 VAC 35- 21- 410.  Responsi bi l i t y  of  ASAP r ecei v i ng t r ansf er .  
 
 The ASAP r ecei v i ng a t r ansf er r ed of f ender  shal l  adher e t o t he 
pr ocedur es i n t he Case Management  Pol i cy and Pr ocedur e Manual ,  
Tr ansf er  Pr ocedur es and Document at i on 35- 31- 160.   
  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 11. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 420,  Of f ender  ser vi ces.  
 
 
24 VAC 35- 21- 420 
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24 VAC 35- 21- 420.  Of f ender  ser vi ces.  
 
 ASAPs shal l  pr ovi de ser vi ces as speci f i ed i n t he Code of  
Vi r gi ni a,  t o i ncl ude,  but  not  l i mi t ed t o educat i on,  eval uat i on 
and/ or  r ef er r al  t o t r eat ment ,  or  ot her  appr opr i at e ser vi ces.     
 
Al l  educat i on pr ogr ams shal l  i ncl ude t he appr oved hour s of  
educat i on i ncor por at ed i n t he Commi ssi on appr oved cur r i cul a.  
 
 Tr eat ment  shal l  i ncl ude t he r ef er r al  of  of f ender s i dent i f i ed 
as r equi r i ng c l i ni cal  assessment  and i nt er vent i on.  Al l  t r eat ment  
ser vi ces shal l  be pr ovi ded by i ndi v i dual s l i censed by t he 
Depar t ment  of  Heal t h Pr of essi ons or  pr ogr ams l i censed by t he 
Depar t ment  of  Ment al  Heal t h,  Ment al  Ret ar dat i on,  and Subst ance 
Abuse Ser vi ces.   
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 12. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 425 
 

VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 
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ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART XI I .  OFFENDER SERVI CES 

 
 

 
24 VAC 35- 21- 425.  Anci l l ar y ser vi ces 
 
 The Execut i ve Di r ect or  shal l  r evi ew and appr ove pol i cy and 
pr ocedur es est abl i shed f or  t he oper at i on of  anci l l ar y pr ogr ams.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 None 
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24 VAC 35- 21- 430,  Fi nanci al  ser vi ces.  
 
24 VAC 35- 21- 430 
 

VI RGI NI A ADMI NI STRATI VE CODE 
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24 VAC 35- 21- 430.  Fi nanci al  ser vi ces.  
 
 ASAPs may pr ovi de f i nanci al  assi st ance f or  a por t i on of  t he 
cost s f or  t r eat ment  as negot i at ed by t he pr ovi der .  The amount  of  
t he f ee expended f or  t r eat ment  ser vi ces shal l  not  exceed 15% of  
t he assessed f ee.  For  pur poses of  t hi s sect i on t he assessed f ee 
shal l  equal  t he amount  or der ed by t he cour t ,  l ess t he St at e 
Shar e submi t t ed t o t he Commonweal t h.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 12. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 440,  ASAP commi t ment .  
 
 
24 VAC 35- 21- 440 
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24 VAC 35- 21- 440.  ASAP commi t ment .  
 
 Each ASAP shal l  have a commi t ment  t o publ i c i nf or mat i on,  
publ i c educat i on and pr event i on whi ch shal l  be devel oped at  bot h 
t he st at e and l ocal  l evel .  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 13. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 450,  Pr esent at i ons and communi cat i on.  
 
 
24 VAC 35- 21- 450 
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24 VAC 35- 21- 450.  Pr esent at i ons and communi cat i on.  
 
 ASAPs shal l  communi cat e publ i c i nf or mat i on act i v i t y needs t o 
t he Commi ssi on desi gnee.  
 
 The Commi ssi on or  i t s desi gnee shal l  devel op and i mpl ement  
annual  subst ance abuse pr event i on and t r anspor t at i on saf et y 
campai gns,  and shal l  pr ovi de campai gn mat er i al s f or  st at e and 
l ocal  use.  
 
 ASAPs and t he Commi ssi on shal l  communi cat e pl ans of  i nt ended 
publ i c i nf or mat i on act i v i t i es t o adj acent  ASAPs i n advance of  
i mpl ement at i on i f  t he adj acent  ASAP wi l l  be af f ect ed by t hi s  
act i v i t y.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 13. 2;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 460,  Sur veys.  
 
 
24 VAC 35- 21- 460 
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24 VAC 35- 21- 460.  Sur veys.  
 
 The Commi ssi on,  or  i t s desi gnee,  shal l  use cur r ent  r esear ch,  
evi dence,  and i nf or mat i on i n t he t echni cal  desi gn of  al cohol  or  
ot her  dr ug and t r anspor t at i on saf et y campai gns.  
 
  

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 13. 3;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.



 82

24 VAC 35- 21- 470,  Mat er i al s.  
 
 
24 VAC 35- 21- 470 
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24 VAC 35- 21- 470.  Mat er i al s.  
 
 Fol l owi ng publ i c i nf or mat i on campai gns,  t he Commi ssi on or  i t s  
desi gnee wi l l  sur vey al l  ASAPs f or  t hei r  opi ni ons of  t he 
mat er i al  cont ent ,  qual i t y and ef f ect i veness of  t he campai gn.  
Thi s i nf or mat i on shal l  be di st r i but ed t o al l  ASAPs.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 13. 4;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 480,  I nf or mat i on.  
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VI RGI NI A ADMI NI STRATI VE CODE 
TI TLE 24.  TRANSPORTATI ON AND MOTOR VEHI CLES 

VAC AGENCY NO.  35 COMMI SSI ON ON THE VI RGI NI A ALCOHOL SAFETY 
ACTI ON PROGRAM 

CHAPTER 21.  POLI CY AND PROCEDURE MANUAL 
PART XI V.  EVALUATI ONS 

 
 

 
24 VAC 35- 21- 480.  I nf or mat i on.  
 
 Eval uat i on pr ovi des f or  t he assessment  of  VASAP' s det er r ent  
ef f or t .  Thi s i s accompl i shed t hr ough t he assessment  of  DUI  
r eci di v i sm of  per sons compl et i ng VASAP.   ASAPs shal l  mai nt ai n 
accur at e i nf or mat i on on r ef er r ed of f ender s and submi t  r equest ed 
i nf or mat i on i n a t i mel y manner .    
 
 The Commi ssi on shal l  assess t he pr eval ence and i nci dence of  
DUI - r el at ed t r anspor t at i on cr ashes and t he ar r est  r at e of  DUI  
of f ender s.   
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 14. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 490.  Dat a f l ow.  
 
 ASAPs shal l  par t i c i pat e i n t he Commi ssi on- oper at ed management  
i nf or mat i on syst em.  Dat a shal l  be submi t t ed i n accor dance wi t h 
st andar ds est abl i shed by t he Commi ssi on.  Any si t uat i on whi ch 
pr event s compl i ance wi t h such st andar ds shal l  be r epor t ed by t he 
ASAP t o t he Commi ssi on.  The Commi ssi on may gi ve wr i t t en appr oval  
f or  exempt i on i f  t he s i t uat i on i s beyond t he cont r ol  of  t he 
ASAP.  
 
 ASAPs shal l  ensur e t hat  el ect r oni c r epor t i ng r equi r ement s t o 
DMV,  and ot her  agenci es or  ent i t i es,  ar e met .  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 14. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 500.  Pr i vacy and secur i t y pr ocedur es.  
 
 Al l  ASAPs and t he Commi ssi on shal l  pr ocess of f ender  r ecor ds 
and any ot her  conf i dent i al  i nf or mat i on i n a manner  consi st ent  
wi t h f eder al ,  st at e and l ocal  gui del i nes and r egul at i ons.  
 
 ASAPs shal l  not  i ncl ude i ndi v i dual  of f ender  names,  soci al  
secur i t y number s or  addr esses i n cor r espondence unl ess t hat  
cor r espondence i s mar ked conf i dent i al .  A st at ement  f or  handl i ng 
t he i nf or mat i on shal l  be r equi r ed on al l  consent  f or  Rel ease of  
Conf i dent i al  I nf or mat i on f or ms,  f axes,  and el ect r oni c 
t r ansmi ssi on.  
 

STATUTORY AUTHORI TY 
 
 §§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia. 
 

NOTES 
 

HI STORI CAL NOTES 
 
 Der i ved f r om VR647- 01- 02 § 15. 1;  ef f .  Sept ember  13,  1989;  
amended,  Vi r gi ni a Regi st er  Vol ume 7,  I ssue 9,  ef f .  Febr uar y 28,  
1991.
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24 VAC 35- 21- 510.  Wai ver .  
 
 A.   A j ust i f i ed exempt i on may be r equest ed f r om any Pol i cy 

and Pr ocedur e r equi r ement  or  any ot her  ASAP cer t i f i cat i on 
r equi r ement  or  any par t  t her eof .  
 

 B.   The ASAP r equest i ng a wai ver  shal l  submi t  t he r equest  i n 
wr i t i ng t o t he Execut i ve Di r ect or .  

 
 C.   The Execut i ve Di r ect or  must  r espond t o t he wai ver  r equest  

wi t hi n f i f t een cal endar  days af t er  r ecei pt  of  t he r equest  
i n conf or mance wi t h VASAP Pol i cy and Pr ocedur e Manual  ( 24 
VAC 35- 11- 10 t o 24 VAC 35- 11- 70)  

 
 D.   Cer t ai n r equest ed wai ver s may const i t ut e a new pol i cy 

deci s i on by t he Commi ssi on on VASAP and woul d be 
submi t t ed at  t he next  Commi ssi on on VASAP meet i ng f or  
r esponse.   

 
 E.   Request i ng ASAP Di r ect or  must  be not i f i ed i n wr i t i ng of  

t he deci s i on wi t hi n t en days of  t hat  deci s i on.   
 
 F.   Wai ver  r equest s deni ed by t he Execut i ve Di r ect or  may be 

pr esent ed f or  r evi ew at  t he next  Execut i ve Fi nance 
Commi t t ee meet i ng.   
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FORMS 

 
 Tr eat ment  Agency Repor t ,  VAS- 10 ( 1/ 91) .  
 
 Consent  f or  t he Rel ease of  Conf i dent i al  I nf or mat i on,  VASAP- 34 
( Rev.  7/ 90) .  
 
 St andar d Tr eat ment  Ser vi ces Agr eement .  
 
 Regi onal  Gr ant  For m.  
 
 Cer t i f i cat i on Revi ew I nst r ument / Cer t i f i cat i on Quest i onnai r e   
   Scor e Sheet .  
 
 VASAP Cer t i f i cat i on Repor t .  
 
 Cl assi f i cat i on Dat a Sheet .  
 


